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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
the 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.

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

ok wbdpE

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

To configure a catalog:

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.

2. Enter the catalog properties.

3. 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.

4. Click save.

Catalog Display Format

You can control how catalogs are displayed using this configuration. For more information about the
new Ul, see the PeopleFluent LMS 15.3 Release Notes, available from the Customer Community.

Format Legacy Ul New Ul
Format 1 Catalog Picture, Course Picture Title and
Image
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Format 2 Catalog Text, Course Picture Title Only
Format 3 Catalog Picture, Course Text Title and
Image
Format 4 Catalog Text, Course Text Title Only
Format Catalog Picture, Course Picture Title and
(Dynamic) Image
Format 6 Catalog/Course Picture over Text Title and
Image
Format 7 Catalog Picture, Course Text with Vendor, Rating Title and
Image
Format 8 Catalog Picture, Course Picture with Title, Description, Language Title and
and Learning Type Image

For visually stimulating navigation in the legacy Ul, PeopleFluent recommends using Format 3 for the
top-level catalog, and Format 1 or 2 for individual catalogs.

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. 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.

Disable Course Images in Catalogs

You can disable the images used for courses displayed in all catalogs. This can be useful if your
organization does not use images for some or all of its courses, and placeholder images are not
wanted. By default, the Catalog Browser displays courses with their assigned image or a placeholder
image.

To disable all images for courses displayed in the Catalog Browser:

1. Goto Manage Center > System > System Configuration and select the Catalog category.
2. Clear the check box for the Show module images in catalog browser option.
3. Click Save.

Catalog Permissions

You can set permissions for each catalog individually, and — for sub-catalogs — inherit permissions from
the parent catalog. The two sets of permissions are combined to 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 given read-only access to the direct parent hierarchy. Otherwise, a user could not navigate down
to the sub-catalog they have explicit permission to use.

As best practice, you should always set permissions on the first level catalogs. You can then select
the Additionally, grant permissions as defined in parent check box on sub-catalogs to avoid setting
up the same permissions for each sub-catalog. If you want to limit access to specific sub-catalogs, you
can set explicit permissions as needed. Changing the parent settings automatically affects all of the
children.

The permissions criteria for individual catalogs are normally interpreted using OR logic, although you
may change this to AND in the system configuration section.
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Example 1: Content organized for general browsing (using a structure meaningful to the users). Here,
grant permissions as defined in parent for all sub-catalogs under a given master catalog (which itself
can be sub-catalog).

Example 2: Content organized by restricted groups. If the objective is to have some of the sub-catalogs
visible to only a particular group of users, clear the Additionally, grant permissions as defined in
parent check box 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
enable this on a per-catalog basis, select the Allow users to access the catalog without logging in ¢
heck box. This setting is independent from the permissions setting mentioned above.

Just like the permissions 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.

For administrators with access to the Catalog List Maintenance pages, 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 permissions 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.

4. Click Permissions to launch the Permissions Selector

5. There two types of access you can give to a user, namely:

®* Read Only Access. Having read-only permission means a user can see a Catalog but
not perform any action on it.

® Unrestricted Write Access. Having Unrestricted Write Access permission means the
user can also update/delete a catalog.

A hidden catalog, that is, 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 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
(such as a 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 setup 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.

|
]Course |D Generator Format
[

| | B
Q00000 !ﬁi@}

|
I
|

‘Enanle Catalog Assignment at the User Level

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
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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.

Edit Catalog Content

You can select courses to remove from a catalog.
To remove one or more course from a catalog:

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

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

4. Select the check boxes of the courses you want to remove from the catalog.

5. Click Save.

Cloning Catalogs

To clone a catalog:

1. Goto 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.

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.

BN

Deleting Catalogs

To delete a catalog:

1. Goto Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.
2. In the Catalog List Maintenance screen, select the catalog you want to remove.

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

4. Confirm to delete.

Moving Catalogs

To move a catalog:

1. Goto Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.
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2. 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: _l}

Include course content? ]

Keep existing permissions? ]

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

® As defined in original
O Disabled
O Enabled

Save Cancel

5. Click Save.

4

Catalog Search
If your users have the new Ul enabled, the catalog search results are displayed as shown below.

,,.!Peop]’eﬂuent SA  System AdmERIIIECT Y

Home Explore~ Leamning Center ~ Career Center ~ Workspace ~ Connect~ Reports ~ Teach ~ Q o

Catalog Search

Busziness Q

= Filter 10 Results
TITLE LEARNING TYPE DESCRIFTION

Business Continuity Management AWareness Online A% much we would Bke i, lile néver gaes to plan. Hormally in Business, we
Ondine An eleaming course 10 help éxplain BetDimensions Code of Busingss Con
EtRics. CSR & Busingss Condisct Course Ondine Ethics version 2.1

oping and Leading Your Sales Tear Ordine Though easily formed, tearns do not readily emenge as a cobesive and fun

(0LE =

For more information about the responsive Ul, see the PeopleFluent LMS 15.3 Release Notes,
available from the Customer Community.

The new Catalog Search page, which learners see if they have their Enable new Ul setting set to Yes,
has been designed to facilitate searching for courses, and enables learners to filter the search results
on criteria applicable to learning modules. Sessions are not included in the search, instead learners can
search for sessions in the Course Calendar, using relevant session-related filters. Therefore, the
System Configuration setting, Show non-enrollable session in search catalog, does not apply to
Catalog Search when the new Ul is enabled.
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The following search filters are available in the new Catalog Search page:

Learning Type
Vendor
Category
Subject
Language

Legacy Ul Catalog Search Configuration

Note

These settings are effective only for the legacy Ul and will not affect the new Ul that is
displayed to users when their Enable new Ul setting is set to Yes.

Catalog Search Result Formats

Configure the catalog search results using the Search Result Format system configuration setting in
the Catalog category. You can choose from:

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

Search Results for "Business" Results per Page:| 25 v~

Showing: 1-10 of 10

Business Continuity Management Awareness
Learning Type: Online
In catalog(s): IT

As much we would like it, life never goes to plan. Mormally in Business, we encounter and resolve problems in your stride. However, would we be

able to keep our IT environment running in the face of a major disaster? There are numerous risks that can threaten the continuity of our IT
environment....

® [earning 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)

Search Results for "Business” Results per Page: | 25 ||

Showing: 1 - 10 of 10

Type Learning Module/Program Catalog Price Relevance Vendor Rating
4] Business Continuity Management Awareness IT USD 0.00 100% Unknown MN/A
3] Code of Business Conduct and Ethics Compliance & Security USD 0.00 75% Unknown N/A

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

Search Results for "Business” Results per Page: | 25 j
Showing: 1- 10 of 10

Business Continuity Management Awareness
@ Online, IT
As much we would like it, life never goes to plan. Normally in Business, we encounter and resolve problems in your stride

However, would we be able to keep our IT environment running in the face of a major disaster? There are numerous risks that can
threaten the continuity of our IT environment

® Learning Type, Module name, Price, Vendor, Rating format
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Search Results for "Business” Results per Page: | 25 j
Showing: 1- 10 of 10

Type Learning Module/Program Price Vendor Rating

(3] Business Continuity Management Awareness UsD 0.00 Unknown MNIA

3] Code of Business Conduct and Ethics USD 0.00 Unknown NIA

(4] Ethics, CSR & Business Conduct Course UsD 0.00 Unknown INAA

1] Developing and Leading Your Sales Team USD 0.00 Unknown NIA

Directly Enroll from Search Result

To allow learners to directly enroll in 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 syst
em configuration setting.

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 for learners who do not have the new Ul enabled.

This option is biased towards classrooms and allows a 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.

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

The following session properties also determine whether a session is included in session-level catalog
search results:

® Organization constraints can be used to restrict visibility of sessions to learners in certain
organizations.

® Single-session modules are not shown when the session's Event Status is set to Completed,
Retired or Cancelled.
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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

Ege =L R Courses

& Refresh All § + Add Web catalog

ﬁ M ESL hitp:/inetdows. skillwea.comiolsalservices/Olsa 91213 6:02 PM

® 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
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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
| Name et |lstpgae | _
ﬁ [ ESL hitp-finetdows. skillwsa.com/olsa/services/Olsa 91213 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

© Refresh Al § + Add Web catalog
I S [P
a I ESL hitp:/inetdows. skillwsa.com/olsa/services/Olsa 9M2136:02 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

Web Catalogs

© Refresh Al § + Add Web catalog
I [T
ﬂ I ESL http./inetdows.skillwsa. com/olsalservices/Olsa 91213 6:02 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.

Copyright © 2021, Learning Technologies Group, Inc. Page 13



PeopleFluent Learning 21.04 Catalog Administration April 2021

s Talent Suite Manage Center
oV LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Web Catalogs »
Web Catalog Properties

Name
Skillsoft catalogs
Endpoint
http://Skillsoft com/catalog
Customer ID
usar
Shared Secrat

LLL]

| 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 disabled, 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 System |~ Manage Center  Help Contact Us 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 (Skillsoft) .
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 KnowledgeCenter

Reference 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 today's organizations are experiencing unprecedented changes in how they define themseles
and accomphsh 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 Skill[Soft 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 7 L.
Sk | 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

Execute

[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

+ Add Web catalog
T T T

cﬂ- M ESL hitp://netdows._skillwsa.comiolsalsenvices/Olsa 912113 6:02 PM

Edit
Refresh
Delete

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

oo amennee |

£ 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

April 2021

® 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 & Katnina Saplala
OVERVIEW LEARNING TALENT COMMURNICATE USERS REPORTS SYSTEM
Subjects

Logout

Subject List Mantenance

Accounting

Anti Money Laundering

Awation

&
&
£  Automotive
&
&

Competency

M comclianca
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.
e Center > Learning > Catalog Configuration > Geographic Regions.

,.-.. PeopleFluent

ADMINISTRATOR System

Geographic Regions are maintained at Manag

Haorme Overview Learning Talent Communicale Users Reports System

Geographic Regions

Display Name @

Code ©
Europe

& EU
Morth America

L« Y

To add a new Geographic Region:

1. Click the Create Geographic Region button.
2. Enter Geographic Region Code and the Display Name.

3. Click 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:
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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 you want to change.
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 (legacy Ul only)

® 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 when using the Course Calendar in the
legacy user interface (Ul).

Learners who have the new Ul enabled in their profile see the responsive Course Calendar, which they
can filter by timezone rather than region.

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.

Catalogue Editor - Google Chrome
s europe-perform.netdimensions.com/europe/serviet/ekp/BSCATFRAMES?LID=m016 |

Catalogue Editor 0 Bwo G X

Sasslon Propedies ‘
Module Properties | W

3 routes to good communication (m016)

Module Properties

3 routes to good communication (m018)

Leaming Module Details
The following information is used to classify the course entry within the catalogue. Additional screens for

I 1 Catalogue Setup
spacifying the course description and other course details may be displayed by clicking one of the finks on the left

1.1 Dafine Module Properties

1.2 Enter Cost Information

1.3 Enter Objectives panel
1.4 Enter References
1.5 Preview Module 1D m016
1.6 View Usage Statistics Title: 3 routes to good communication
1.7 Indicated interest List
1.8 Associated Programmes Listing
1.9 Rewsions
1.10 Virtual Archve
Description

2 Access Control/Enrolment Control
2.1 Define Module Security
2.2 Assign Prerequisites
2.3 Assign Recommended Course(s)
2.4 Assign Exam/Certfication/Evaluation

2.5 Define Enrolment Policy More Information Hyperlink:

3 Knowledge Centre Setup Language _Engish ¥
3.1 Setup Options *‘u"e:ldnr Unknown v
rati AICT
4 Latnch Setup Duration Comments Coouny
4.1 Define Launch Properties Support Contact: CourseCreator

4.2 Preview B Elekta
4.3 Proxied Launch Package Display “Indicate Interef ) *5 hdrea
Show on Other Resourg inmarkets e} tab (tabbed mterface only)

Require e-Signatures | Intemal

= Knowledge Products
Learing s

Each learning object can & NetDimensions gfes, depending upon the options set below
SkillSoft
Visibility Todd Winge
Category Unyleya
S - J
§ |
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To maintain a vendor list click Manage Center > Learning > Catalog Configuration > Vendors

Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Vendors

AlCC
Company
CourgeCraatar

Elekta

o
L]
o
&
~

To add a new vendor entry:

Has Andrss

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:

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

3. Click Update Selection. A confirmation dialog box appears.

4. Click OK. The application returns an acknowledgement.

5. Click Back to Maintenance Form.

To remove a vendor entry:

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

3. Click OK. The application returns an acknowledgement.

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 0 & B a K

- { " Editthe extra cost associated with this session

1.1 - Kick-off-Veranstaltung (SEW_1.1) 1.1 - Kick-off-Veranstaltung (18-Feb-2014 09:00 - 19-Feb-2014 17:00)

Select an event status. Base Cumency of this sesson  United Kingdom, Pounds

Active

N Cost [ee—— [P —— [ ——
Select a sessian ek X Rate Curency
1. Termin 18-Fep-2014 0900 (DehveAcademy) . ety oo
@o @ G Add or remave acdion costing information of this session
Total 0
Cateing = 0 United Kingdam. Pounds |1 [ A > |

You may use these additional cost categories to compensate for added expenses of conducting
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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 & Kafrina Saplala  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Cost Accounting Categories

+ Create Cost Accounting Category
£ Catering
L default
£ Hotal
L& Mobile Unit
£ 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

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:
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Catalogue Editor DEH® G X
P UGY U (U LI e U
Session Properties W ® Knowladge Centre and catalogue page (publicly availabla
Module Pre =N Chat Room Select chat raom A
Communication | (Comm_P_1) Forum Category Select forum category ¥

Deelteiculcomments

1 Catalogue Setup - o
+ 1.1 Define Module Properties Optional module attnbutes, f configured. may be assigned to this module

1.2 Enter Cost Information
1.3 Enter Objectives CPDTopic (Mot Assigned) ¥

1.4 Enter References CPOH
(™ ours

1.5 Preview

TargetAudience (Mot Assigned) »

oA Mew _module noute
1.8 Associated Programmes Listing L motisle Stinbut

1.9 Virtual Archive PC neaded? (Not Assignad) ¥
Format
2 Access Control/Enrolment Control

2.1 Define Module Security

2.2 Assign Prerequisites

2 3 Assign Recommended Course(s)

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

PeafyeFluent

Manage Center i Logout

Leaming Takent

Module Attribute Categories

Bulk Action ™ Siree | + Croate Mow Moduls ASrubs

Antributi Codi Type Harne Locals Feumatine Latal [Disploy aress
Fiecnnda/T ransoript
RESIN ] Chuckbo Residerdal (X1 Restdendal {LIX1 Print RevordsTransciipl Repan

nrothed Learning Modules.

FacondalTranscriph

D cription

cammeniD Dvp-dswn (] (]
Enrclled Leacning Modules
Knowledge Gomor
eE00 Chicihon misg feguired Fospairad
FRezoreuTranserpt
eeaidsTranscipl Repan
Bt dis 2iteibacin Evn lah Tavd drma &rtrbiSnnal fnmemanss Lutrtignnal Fommants Courss Dascxiplion =

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

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

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

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

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

Adding Module Attributes

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

Copyright © 2021, Learning Technologies Group, Inc. Page 24



PeopleFluent Learning 21.04 Catalog Administration

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 lepoﬂ:ng@

Display Areas:

N Add

Updating Extra Module Attributes

April 2021

[¥] Records/Transcript ¥ Print Records/Transcript Report [l Course Description [£] Enrolled Learning Modules

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:

# NetDimensions Talent Suite Manage Centre

OVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS

Module Attbute Categories »
Module Attribute: CPD_Topic

Attribute Code:®  cpp Taopic
Name: @ CPOTopic

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

Display Areas:

Knowledge Centre

Permissions m

Module Attribute Values

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

Deleting Extra Module Attributes

To remove extra modules attribute:

Records/Transcript ! Prnt My Training History Report Course Description

& Katnna

(%]

YSTEM

My Courses

1. Click on the desired attribute in the Module Attribute 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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Module Attrbute Categones »

Module Attribute: Test01

Attribute Code: | TastO1 |

Label Key: | Test |

Type: Free Text w | ] Sum total when printing or reparting [_'5‘)

Display areas: [ Racords/Transe ript B Print Records/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

2 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 Mame1

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 to move all items between the panels. When you have completed your selection, click the "OK" button.

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

¥ Horizontal display
Search text Catalog Learning Types Session Status
Al E] All E] (not specified) E]

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 @
Module Attribute Name

Type
Free Text B

Sum total when printing or reporting (@

Display areas

Records/Transcript

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

[T Enrolled Leaming Modules

[[] Knowledge Center

Leamning Module Manager

earming Module/Session Selectors

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

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

Results per Page: 25 |E|

BulkActionB Customize Columns + Create Leaming Module
] Module Title (ID) ~ Type ¢ Status ¢ Last Modified On ¢ Created On 2
= AICC Flash Workshop - PPT to web examples : : Sep 30, 2015 5:45 PM by Jul 30, 2013 11:48 AM by
O & (ousm © Oniine  Active L INISTRATOR System ADMINISTRATOR System

Selected module attribute filter values can also be saved as part of a preset filter for reuse.
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Status Catalog
B Save as Preset *®
B Ly
Preset Mame —
| Required
Properties EI
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 Workshap - Language: Select a Language {1 30, 2013 11:48 AM by

DMIMISTRATOR. 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:

TestNumeric:

astNumeric in 11, 2013 411 PM by

aesmoml (MOL-0018 DMINISTRATOR System

TestDropDown:
TestCheckbox:

(No Selection)

al 12, 2013 11:31 AM by
DMINISTRATOR. System

assroom2 (MOD-0015

g 8, 2013 2:47 PM by

pscens(HODU0S DMINISTRATOR System

g Rlme MO A4 2-29 ORA L.

Session Attributes

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

[ ]
Peop‘lgﬂu ent

Manage Center & HOSara  Logout

‘Communicate Users Reports System

Overview Leamning 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 aftr ses attr Mo
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

I@ NetDimensions Talent Suite - Mozilla Firefox L= B -

_FROM_SESSION=truefRPID=EKPO00145002 | =

You can add or modify session attributes here. @ localhostB0BY/ ekp/serviet/ekp?Ti=Dispatch&NO

Report ID: test

@ Report Help
Session Attriute Properties  Columns = Grouping ~ Order  Filters  Summary ==
fession attr 2

Select the columns you wish to indude in your report.
Okxpand All

» Dynamic Module Attributes
[ est

. Dynamic Session Attributes

_ Optional Medule Attribute(s)
[7] 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 Attnbute Categones »

Session Attribute: Test02

Attribute Code: | Testd?

Label Key: | Tast
Type: | Free Text |D Sum total when printing or reporting @}
[ Mandatory

Permissions

e | Delete

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 1 Administration
Preset Filters [Manage] Module Title/ID/Descrption Session Status Venue
All |E|
Region Session Attribute Name1
Al E Number
Start Date Ena Uate

Date o [gJoo [o] Date B0 [z]oo [5]

Select instructor(s)

Results per Page: 25 B

Showing: 1 - 25 of 241

Change Session Status|z|

& AICC Flash Workshop - PPTtoweb  title Mot
oo examples (123456) (Session) e applicable L Unlimited

3 AICC SAMPLE AUTHORWARE : Mot o
0o COURSE (AICC-SAMPLE-COURSE-1) B Active applicable 90 Unlimited

Transcript Status Manager

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

.
PropieFluent

Transcript Status Manager

Seats Substatus
‘WWaklisted + fudd Bub-Slatus
hol Started * Al Sub-Satus
In Pracaic + Add Sub-Silalus
Comploted =  Completnd Valid
‘Withdrawn & fudd Sub-Saus
Canalied & Add Sub-Slatus
Panding Spproval + Agd Sub-Slaius
Approwal Dpngd + Agdl Sub-Status
Complistind (3l Assened) = fnished uzing
Paxiad & Add Sub-Siatuk
Falad + Add Sub-Siatus
Mo show + Audd Sub-Siatus

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

-]
4
1]
4

Remove from Active List

Deactivated

The "Deactivated" status caters for closing out an active enrollment. "Deactivated” is a terminal status
but it will not contribute to certificate or competency acquisition. It is available as an administrative
action, including the participants section in Catalog Editor, Enrollment Wizard, 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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=L

«> NetDimensions Talent Suite * \+

& | @ hitp://localhost:8090, ekp/serviet/ekp/TRANSCRIPTSTATUSEDITOR?2 ¥ € | |Q Search & ff wEH 489§=-0 =

# NetDimensions Talent Suite Manage Center & ADMINISTRAT

OVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS SYSTEM

Create/Edit Entries for "Completed”

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

< il »

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 %

| €= ) @ httpy//localhostB090/ekp/serviet/ekp?TX=QUICKREVIEWREID=EKP( + C || Q Search & # " 489 =2+ @
o

Review Participants !
For Module: Online2 (MOD-0001) T

HIDE FILTERS

First Name Last Name User ID Status
All

Results per Page: 10 |z|

Showing: 1- 10 of 68

| o
EIGHT User 2015 5:48
(USERS) UNASSIGNED 2.55PM PM CST 0 COMPLETED | — N/A, E'
CST -
Completed (with Merit)
Completed (with Distinction)
Dec 19, Jan 19, Failed
(USERS) OrgGroup2 4 45PM  PM CST (with Merit) i process
ST In Process (In Process-SubStatus1)
Waiver/Exempt
Aug 27, Waiver/Exempt (Equivalent Qualification)
FIVE User 2013 Waiver/Exempt (Experience Waiver)
(USERE) OgGroup2 432 A 0 CANCELLED —[7] WA E'
CST
';"l;:' Jul 17,
FOUR User 2013 4:01
(USERY) B2 yoepw Pucer |0 |/COMRLETED | — ] e [
CST
FOUR U =
_a sl OrgGroup2 ~ be 0 | CANCELLED —|+] wa |+
L] m L3

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.

©> MetDimensions Talent Suite %

| € @ nttp:/localhost 8030/ ekp/servlet/ekp?TX=QUICKREVIEWSEID=EKPL ¥ C | | Q Search & & B 48 - @ =
I —
R .
Jan 9, Jan 22
2015 :
E}ggé’}“' UNASSIGNED 50’0 ai1%et® 0 compLETED [ =] wa  [¢]
csT
Dec19, .. 19,
FIVE User 2014 2015513 COMPLETED
0
(USERS) OrgGroup2 4 45pM  PM CST (with Merit) ] na [
csT
Aun 97
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Overall Status column show status with sub-status detail

Transcript Sub-Statuses at Enroliment Wizard

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

P o[ B ]
| #> NetDimensions Talent Suite x\-_l-
('_ @ http://localhost:2090,/ekp/serviet/ekp ¢ | |Q search ‘ w ﬁ' E -‘ a " |- 9 =
Enrollment Wizard
| The enrollment 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
Soectparicpante) I - —"
Select participant(s) Not Started (Not Started-SubStatus1) Select module(s)
Remove participant(s) In Process Remove module(s)
In Process (In Process-SubStatus1)
ONE User (USER1-1) Completed Online1 (MOD-0000), Online -
Completed (with Ment)
Completed (with Distinction) ollment Status B
Withdrawn !
Failed £
Mo show
Waiver/Exempt E
Waiver/Exempt (Equivalent Qualification)
) Waiver/Exempt (Experience Waiver)
Setting - Change Enrollmeyyiyray - Valid Reason
Withdraw - Invalid Reason
Change enrollment Excused
procedure Excused (illness)
5 " 3 il Excused (jury senice)
uppress automatic e-mails|y ey ¥
Target Status - Select a target status - El
Action Date Users Download log Download failed entnes
No record(s) found
i i |’

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:
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(@ Catalog Editor - Maila Firefox [E=ET>)
& hitp://localhost:B090/ ekp/serviet/ekp/BSCATFRAMESILID= MOD-0000 L ol
Catalog Editor O @ B & X
_Module Properties ‘s_l > i

Session Properties W Results per Page: 25 B
Online1 (MOD-0000
¢ Showing: 125 o 44 D
Online Session
Bulk Action E| 2
] Participant  Date Deadline  Owerall Status  Owerall Status Change
Session Setup - the following steps
help you to define a session. Withdrawn
1. Edit session r ﬁ 100 User1( onFeb6, Mot EXCUSED El
| 2. Enter cost information USER1_100) 2015 4:04 Applicable (illness)
< 3. Participants PM CST
4. Instructors L
5. E-mail Preferences Setup Enrolled on
6. Cost Accounting Information|
s OME User( Jun 28, Mot
7. View usage statistics & : : COMPLETED
8 Checklist USER1) 20131213 Applicable
PM CST
Completed (with Menit)
Completed (with Distinction)
i:"’:‘:ﬂ — COMPLETED  [Failed
Session Utilities - before you use [ - ONE User ( IR ) (SELF- Deactivated
USER1) 2013231 Applicable n B
these utilities, please save any ASSERTED) N Frocess
changes you have made. PM CST In Process (In Process-SubStatus1)
9. Auto-Enroll Waiver/Exempt ) -
10. Group Enrall Enrolled on COMPLETED \N'a!\ren’Exempi (Equ@lent Qual_rﬁcahcn}
11. Group Training Plan 0 & ONE User( Aug 22, Mot (SELF- Waiver/Exempt (Experence Waiver) -
12. Knowledge Center Preview | USER1) 2013651  Applicable ASSERTED)
[ PM CST

L

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 - Moxilla Firefox

&P hitp://localhostB090/ ekp/serviet/ ekp/ BSCATFRAMES?LID=MOD-0000

Catalog Editor O @ BH & X
_Module Properties R ~ =
Session Properties \‘ | Results per Page: 25 B
Online1 (MOD-0000) Showing: 1 - 25 of 44 1 -.-
Online Session
Buk Action  |=] a
] Participant  Date Deadline  Owerall Status  Overall Status Change
Session Setup - the following steps Withdrawn
help you to define a session.
P ﬁ el i - 'a 100 User1 ( onFeb#, Mot EXCUSED 3
| 2_ Enter cost informatian USER1_100) 20154:04  Applicable (illness) L
< 3. Panticipants PM CST
4. Instructors L
5. E-mail Preferences Setup Enrolled on
6. Cost Accounting Ir1_furmatior!' 3 ONE User( Jun 28, Not COMPLETED IEI
7. View usage statistics oo USER1) 2013 12:13  Applicable | (with Merit)
8. Checklist PM CST
Enrolled on
COMPLETED
ONE User ( Aug 15, Mot md
Session Utilities - before you use ] 'ﬁ USER1) 2013231 Applicable ( : B
these utilities, please save any PM CST ASSERTED)
changes you have made.
9. Auto-Enroll
10. Group Enroll ONE User { E::g;d £ Mot COMPLETED |Z|
11. Group Training Plan [ - 25 7 (SELF-
12 Knowledge Center Preview | SRR ii:acg? Applicable  osERTED)
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Overall Status column with sub-status info at Participant table

Transcript Sub-Statuses in Report Wizard

April 2021

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

-
@ MNetDimensions Talent Suite - Mozilla Firefox

* Training Center
» Transcript Attribute

* Transcript Detail

[F] Assessment Date [F] Deadiine

[F] Assessment Score 7] Deadline Expired
[F] Assignment Learning 7] End Date

[] Attempts Count [] Enroliment Date

[7] Attendance | Final Score

[7] Cost Center [T Motify E-mail

[7] credits || Performance Grade
» User Groups

+ Direct Appraiser
+ Organization Attributes

» Geographic Regions

P hitp://localhost:2090/ ekp/serviet/ekp?TX=Dispatch&NOT_FROM_SESSION=true&RPID= EKPO00153800

Post-Assessment Score
Pre-Assessment Score

Quick Evaluation Comment

Revision
[¥| Session ID
"] Signed Date
| Start Date

Transcript Overall Status
Transcript Sub-Status Code
Transcript Sub.Status Name

|| Update Meaning
[7] updater's legal name

L}

4 |

n

L

Transcript Status related column options at Transcript Detail tab on Report Wizard
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p :
@ NetDimensions Talent Suite - Mozilla Firefox [F=SEE)

| e http://lecalhest 8090/ ekp/serviet/ ekp?TX=Dispatch&NOT_FROM_SESSION=trueS&RPID= EKPO00153800 k

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

Time Zone- China Standard Time

Transcript Detail-Transcript & Transcript Detail-Transcript 2
Sub-Status Code Sub-Status Name

Description . Status

Completed
In Process
Session2 Completed
Cancelled
Code1 Withdrawn
Session1 Failed
Session1 Deactivated
Pending Approval
Failed
In Process InProcess-Code1 In Process-SubStatus1
Session1 In Process

Completed (Self-Asserted)

Session Completed (Self-Asserted)

| -

L A

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

B Name Descaption

In this course, students will lzam how to use Oracle Bills of Material to define diffarent types of bills of matenal to accommodate various
Bills of business models and scenarios. Students will also leam how 1o use Oracle Engineering to create and gineering change
E‘:;T."":;::; orders. Students will leamn how to set up, implement. and use bill of material and engineering infarmation. Students will practice creating
Fundamentals Bills of matenal, routings, and engineenng change orders. They will also learm how to copy and transfer engineenng information to

manufacturing. Upon compiletion of this course. students will be prepared to use Oracle Bills of Matenal and Oracle Engineering

Procedure e

2. Choose the name of the course project from the list that appears. The Courseware Editor screen
appears.
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Courseware Editor DB D 7?2 X
Bills of Material and Engineering Fundamentals g
Courseware Properties
" ol o
Courseware Template Courseware Editor
This editor is used to create custom online modules with lessons constructed frem 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 appearance of the frame. f no
[Create Routing template is specified. the course will usa the leamer's default skin styla sheet. Typical course project preparation steps
.reate and implement engineenng change orders are
Evaluation

m Create the course

Optionally, select a template to control its appearance

Add lessons (using the menu icon above)

Click on the new lessen name in the left frame to configure the materia
Preview the course (using the menu icon above)

Save the finished course (using the menu icon above)

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

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

Courseware Editor i =] @ 7?7 X

Bills of Material and Engineering Fundamentals W
Courseware Properties
Courseware Template Courseware Editor

This editor is used to create custom online modules with lessons constructed from already uploaded fles. You may have

[Create Bills of Matenal any number of lessons, and a Course Template elected to control the general appearance of the frame. f no

[Create Routing template is specified, the course will use the leamer's default skin style shaet. Typical course project preparation steps
reate and implement engineenng change orders are

Evaluation

Create the course

Optionally, select a template to control its appearance

Add lessons (using the menu icon above)

Click on the new lessen name in the left frame to configure the material

Preview the course {using the menu icon above);
Save the finished course (using the menu icon above)
Publish the course to the Catalogue Editor (using the menu icon 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: 1-100f 16

Bulk Action |~ |

Training Center Mame ~ \enue

i) [e] e

i | Edit a Venue

i | Permissions b
Dalata b

[ c c

= .

Training Centers have the following properties:

Training Center Name
Description

Venue

Contact Info
Directions

Map

Address

City

State

Postal Code/ZIP

. Country
. Applied Holiday Calendars
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-
—
PrapleFluent

Manage Center

Chrvisre Ly Tabaiit Comminicls Usars Feaponts Sywtain

Edit Industrial Skills Center

Propaaties

Map

=
(5o I poicioe: l ot

Facilities
The Facilities section can be found at Manage Center > LEARNING > CLASS RESOURCE
MANAGER > Facilities:

Facilities

Ay ¥ Py

+ Create Facility

Blulk Acticn v

NamerCode Location Tramang Canter Starus
T
arty B A 1 12 'I['. = i
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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

April 2021

The Class Resource Manager allows you to assign Instructors to learning modules they are certified to
teach, Instructors are managed at Manage > LEARNING > CLASS RESOURCE MANAGER >

Instructors, where you can:

1. Create an Instructor
2. Auto-Populate Instructors
3. View an Instructor's Profile
4. Edit an Instructor's Qualified Courses
5. View an Instructor's Schedule
NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Instructors
= HIDE FILTERS
Qualified Course
ﬂ' -
Results per Page: 10 B
Showing: 1 - 10 of 16 1 .n
Name A User D £ Organization £ Qualified Courses
= Classroom3 (MOD-0023)
100 User1 userl_100  ALL/UNASSIGNED « Comp Comp Comp Programi (MOD-0031)
* Demo Elecciones (MANIFEST-EF70734F-AEBO-T03B-AB03-2A4C8B70D8DT)
* Online3 (MOD-0002) m
ADMINISTRATOR System  ndadmin ALL/UNASSIGNED « Online4 (Limited Attempts) (MOD-0003) @
 Task1 (MOD-0013) -
EIGHT User users ALL/UMASSIGNED 0 TEALARIEm ((LE DO
 Classroom2 (MOD-0015)
EKP2 Usert useri_ekp2 ALL/UNASSIGNED ® C++(T2)
= AICC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1) =
FIVE User users ALL/OrgGroup2 « Classroom1 (MOD-0012) E|

« Classroomd (Classroomd) o

There is a Qualified Course filter at the top of the page which allows filtering of Instructors based on

courses.

Creating An Instructor

To create a new Instructor's profile, click on the "Create Instructor" button and enter the necessary

information:

Copyright © 2021, Learning Technologies Group, Inc.

Page 45



PeopleFluent Learning 21.04 Catalog Administration

-
Mp"'r:mm

Manage Canter

April 2021

Instructors
Create Ingstructor "
Courie Tia anage @ ussd a5 an inaructor, thare nius! be ol leas one ddsodned courss the person &
(MOD-2335) = & qualified 1o each. Thereftrs, identify an Sitiel usetoowrss combination using the seleciers below

Inestructor

m PARKER Alex {ALEX PARKER) = B
Course
Maths (MOD-2335) = 8

Showing @ - 0 of 0

Results por Page. 10 7

m m HAanio-Popedate + Craain instrucion

Hams: Usar ID S e AT

Thee are re iems e dsplay.

Showing: 0« 0 of 0

Auto-Populating Qualified Instructors

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

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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NSinUCions

ADMINISTRATOR System

m Cuiafied Courses  Schedule

Profile Summarny Recent Activity
ADMINISTRATOR System Theare (s No recent Activity 10 dEpay
User il HOADRIN
Oirganisation ALLUMASSIGHED
E il ncdadming@ineld@mensions com
wCarg Dowmioad

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.

T

ADMINISTRATOR System

Irsnacior info Seihedue

Showng 1-Tol7

k] [+ 2o ottt cove |

AMICE Frash Workshop - PRT o web exampies (133456) Ginline

£}  AKCC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1) Cnline
e (T2} Ol

£ Classroom (MOD-0015) Classnoom
Onlnad (MOD-0002) Onling
Oraned (Limaed Alempts) (MOD-000) (=
Task? (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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MNetDimencions

Manage Canter

& ADMINIST]

April 2021

OVERVIEW LEARNING TALENT

Class Resources

Training Center Hesource Code/Name

All ¥

Showing 1-10f 1

COMMUNICATE

USERS

HIDE FILTERS

Resouree Type

(A

REPORTS

SYSTEM

Sarial Number

Results per Page: 23

+ Creaie resource

Resource Mame s Training Cenler & Type & Serial Mumber ¢ Quanlity on Hand & Descriplion

o Default Other 12

Edit Resource Details

View Schedule

Delete

Class Resources have the following properties:

=

POoOOXXNOGO RN

Code (Unique Identifier)
Name

Image

Training Center
Facility

Resource Type

Serial Number
Description

Quantity on Hand

Pre Processing Time
Post Processing Time
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Manage Center & ADMINISTRAT

OVERVIEW  LEARNING  TALENT  COMMUMICATE  USERS  REPORTS  SYSTEM

Chass Mespurces

Edit Projector

Logenl

Coda
CR-0000

Name"
Project
Image for cl

projector. prgl300x300)-1 =)

Training Cantar

HCL Canter for Learning #

Facilily

Moni Assigned T

Resowce Type

VGA Projectar ¢

Saial Mumbir

432234203823

Description

B I U & hia - 10p1 - == |

Resgurce Specifications

:I
|
3
L}
H]
Kl

e Type of Display. Poly-siicon TET aciive matrix
& Resolution: 1024 x 768 phala (XGA)
Quantity on Hand*
i
Pre Processing Time
0 Days

Post Procissing Timdg

o I o]

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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Calalog Editor | Ce B @ X

Seasion Propsrias h S =
Modle Properses Wi Recommended Class Resources

Advanced Business Management (MOD-0001) Advanced Business Managament

Select Class Fuscurom thal are recomimended for this comes. Recommended Gl Resounces wil be sutomalically loaded when adding nevw dasiss fa the
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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.g Feb 7, 2018 B9 vi00 v ToegFen7. 2018 17 vjoo v

Location / Room

() Venue
Room Name

@® Training Center Working Days:  Mon ¥ To Fri v

(Please Select) v

Class Size WorkingHours: |9 v/ 00 v To 17 v 00 v

To

Select the training center and facility/venue, then select and book resources by entering the quantity. Additional shared resources can be added by using the Resource Selector by pressing the "+"

Book Resource Mon 05 Feb Tue 06 Feb Wed 07 Feb Thu 08 Feb Fri 09 Feb
Venue/Room 5]

® None Assigned
Instructors +

Alex Parker (ALEX PARKER)

= (Qualified Instructor) *

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

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:

1. A Unique Code

2. A Name

3. The type (Free Text, Text Area, Drop Down, Numeric, Checkbox, Date, or File Selector)
4. Resource Types to which the attribute applies

5. Display Areas in which the attribute should appear
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Facility, Instructor, and Resource Schedules

Viewing Schedules

Schedules for each Facility, Instructor, and Resource are accessible in their own Schedule tab
under Class Resources. Bookings are displayed as blocks in a calendar with hatched blocks
representing processing time for resources, if configured:

-
PeapleFluent
& WO Baa Logout

Manage Center

Cranien Leaming Takent Comimanicate:

Fazilry Ditalls Schadula g
0- 26, 2019 I! Jul 21, 743 - ul £
Schedule Detalls
S Perell T 25 Fi 7S Sat 27
& Behaviorial Analysis (bal Beluviorial Anabysis |..
8o abii

o | oo

From here, the Administrators can

1. Jump to bookings in a specific week from the calendar
2. View bookings in the previous week

3. View bookings in the following week

4. Create an event
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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

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:

.

L Manage Center

Onerview Learmieg

Sedect Event Typs  Provide Event Detalls  Chack Avaliabliny Save Opticns Bzt Sasccesatul

Facilty Datails Sehadule

Sl 36 3015 (=]

Sum A L. Sat

3. Provide the "Facility Booking" Event Details.

—
PeapleFlusnt
L Manage Center
Ovenview Leaming Tabine Create Event
Failtia: - o
Sedact Evert Type  Provide Event Details  Check Avalability Save Opions  Booked Successhully
ABC

Facifity Dutaily Schaduls

]
Sl 28 2015 Q Y A (A3) i
. J LF. Sat 27
Stan D
22019 Q o
0 un
i

4. Check Availability and Confirm
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Manage Center

Onvmrview Leamieg

Create Event =

ABC . s ——

FaciBty Dutails Schadule

Jul 262015 (=]
LT ¥, Sat
Resource Availability

o« ABC {A1 v Availabde

5. View Event Summary.

.

Manage Center

Onerview Learmieg

Facilty Datails Sehadule

Sl 25 2018 (=]
Sum 1

[LF. Sat &

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 COMMIUINICATFE LISFRS REPORTS SYSTEM
Edit Event x
O
Edit Event Details Check Availability Booked Successfully

m BASIC PROPERTIES
Learning Module*

Session Title
Management Training in Sept 2017
Session Code”
NC9329
Start Date ™
9:00 - 1
Mana Sep 18, 2017 0 o900
2GUR]
6 x
2Froj End Date
Sep 18, 2017 Q 1200 -

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 x
@
Edit Event Details \Check Availlability] Booked Successfully
Learning Module: &
Session Title: What's new in NTS 13.1
Session Code: NTS131
Start Date: Jun 26, 2017 07:00
End Date: Jun 26, 2017 17:00
Description:
Resource Availability
e < Room-Paris (RP) + Available
& Joe Blank (_USER0000001) " Available
& Peter Pan (_USER0000002) " Available
= Projector-A v Available
= Projector-B v Available
& Video Conference " Available

m Cancel And Pin Selected Resources [ Mark this change as draft

2. Once in this mode, all subsequent changes to any Module Session events will be put into the
System's temporary memory until the Administrator saves.

3. These drafted changes will be highlighted with a dashed line.

4. The Review Changes and Reset Changes Buttons will appear in the Draft Mode:
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Resource Planner

Day Week Month
Jun 26, 2017 €© | Today

Add Facility/Instructor/Resource | == Mon 26 Tue 27
< Room-London 7:00 ...

R Tea...

B +Rao...

&5Syst

< Room-Pari o 17:00 - 17:00

q:?m aris 1

Defaull

» ¥ Room-Pariz
i &Joe Blank, Peter Pan
; =Projector-A = 1, Vide. ..

& Joe Blank j (00 -17:00
T — 1C1
_USERQ000001 3 # Room-Paris
1 & .Joe Elank. Peter Pan
; =Projector-A = 1, Vide. ..

& Peter Pan -E‘in i
_USER0000002 ! Room-Paris

i & Joe BElank, Peter Pan

! &Projector-A =1, Vide. .

= Projector-A : (T:.E:U -17:00

s ¥ Room-Paris
i 8 lna Blanl Dotar Dan

o Review Changes Reset Changes

@

auit

o}

5. The Administrator can review the events in the corresponding dialog box after clicking Review
Changes.
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Review Changes x
Summary
Leaming object(s) hasthave not been saved/C1
h Check Availability l
Leamning Module: %8 C1 B
" Session Title: What's new in NTS 13.1
" StartDate: Jun 26, 2017 7:00 AM 0
End Date: Jun 26, 2017 5:00 PM
Resource Availability
4 Room-Paris (RP) + Available
& Joe Blank ( USER0000001) + Available
& Peter Pan (_USER0000002) " Available
= Projector-A v Available
& Projector-B + Available
&= Video Conference v Available

ol 5ove s Cranges | i

6. To save the drafted changes, either click Save All Changes in the Review Changes dialog, or
Save in Catalog Editor by individual learning objects.
7. Draft changes will be discarded when the Administrator:

® Clicks Reset Changes on the action bar;
® Clicks Reset in Catalog Editor (by individual learning objects);
® Logs out; or when the current login session expires.

Drag and Drop Editing of Events

Administrators can edit events by drag-and-drop directly. Event chips can be dragged to update the
date range, start and / or end time(s) of an event, and they can be resized to update the duration of an
event. (However, resource reservation, and read-only events cannot be edited in this way.)

Depending on access controls and permissions, Facility, Instructor, and Class Resource events can be
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changed to another date, start or end time by drag-and-drop. To do so, drag and drop:

® The whole chip to another date; or
® The start / end time to another position.

The System will then ask for confirmation. Drag and drop the event again for further change(s) if
necessary.

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:

#  NolDimensions Talent Sufte & Sysiem Admisickaie  Logoul

Resource Planner Resources .

Facility Salector x

A LI

Apgly

Resoue Presets m il
.

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

o =

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

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 > o)

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.

Save Resources as Preset x

Preset Nama

Sel as defall

Properties

ACMINISTRATOR System

Clicking "Resource Presets" will launch a dialog listing all Presets and from here you can

1. Load the Preset Resources into the Planner

Copyright © 2021, Learning Technologies Group, Inc. Page 59



PeopleFluent Learning 21.04 Catalog Administration April 2021

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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Feb 14, 2047 Q| Tody 4 Fob 13, 2007 - Feb 17, 3017 3 R+ ]
Wind 14 LLTRI: Fa 17

o« Werue Hotiday
b ke

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":

Resource Planner

- 2 = ey

& Barry Singer

& files Parker

o Rosoen 1

o Rooem 7

Harr . Sy k| & Sy

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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Ll

Display Fields

For Facility

| Training Center
Status
Venue
Minimum # of Seats
Maximum # of Seats
VGA Projectors
Learner PCs
Whiteboards
Crwerhead Projectors
Expandable
Has display PC

For Instructor

+ User ID
Job Title
Organization
Location
Qualified Courses
User Attribute 1
User Attribute 2
User Attribute 3
User Attribute 4
User Aftribute 5
User Attribute &
User Aftribute 7
User Attribute 8
UlAttrExtl

For Class Resource

+ Training Center
Resource Type
serial Number
Description

Quantity on Hand

April 2021

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

+ Venue

Manth

Feb 14, 2017

= Mon 13

0

Expandable: Room Mot Expandable |

o

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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Manage Cenler

Resource Planner

Doy  Week | WMoth
Mhar 1, 2047 Q1 I Masch 2017 » Winirae v g | o
o Mon & T T Wad 8 Thud Frim Mon 13 T 18
+ Room 1 | la.
b Digitsl Citize..
+f Room 2 Room Under... [Room Usder... [Room Under... [Raom Under... |Risom Undsr... Rocen Uinder... | Room Uinde
& Alax Parker

Fimancial Se...
vt 1 aF

L

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:

Manage Center

Resource Planner

et By 202 o y < The Feb §. 2017 ¥ o
= 000 10.00 14:00 1200 1300 14.00 18500 100 1700
¥ venue
& ONE Usar
4 TWO User R
Fvancy

The month view is designed to provide a high-level view of availability:
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Resource Planner

Dy ek W

e 1, 007 o
= Mon Tua 7 vt d
& iiben Packer |¥ For
' | e
[y
o oo 1 d Iz [a.3
& - e oo |igiea Cisam
H o | D — | e 1
Prtirn
¥ Haem 2 Risore Ui | Ristem Kkoibs... R L. B Usaber... | Roessm User...
e pe P e sBaom 1 80
& Barry Sirsger
B Lapaop 1

April 2021

Users can jump directly into the day view for a specific date by clicking on the date header in Week or

Month view:

Mansgs Contes

Resource Planner

ey Weak Morehy

" o
-

of Mo 4 {ghal Chiremship

T ook
+ Hoom 7
A o Fake Digid Chiemsivip

Ly -
& By Singer Rt Cousssatitg

H %
0 Laphop ¥ igiad Ciisenahip

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.

Copyright © 2021, Learning Technologies Group, Inc.

Page 64



PeopleFluent Learning 21.04 Catalog Administration April 2021

& Refresh

[# Settings

+ Create Event

Sep 1, 2016 0 Today € Aug 29, 2016 - Sep 2. 2016 »

Mon 29 Tue 30 Wed 31 Thu 1 Fri2

Ty T T T Y Tvarons
A Resolve Conflicts & Resolve Conflicts

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

x +\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 Manth + Create Event I & Refresh

Feb 14, 2017 [x] € Feb13,2017-Feb 17,2017 L

o Mom 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

PR
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Resource Planner

o [k  GreatoEvent . 2 O
fa o
=]
- Sabect Event Type i Fii 17

+ Roem 1 & Maduls Sidiion

Personal Event

Facilty Eosking

o Hocm 2

Claky Rincurce Bovking

& Alax Parker

3y g [ooenn ] e

& Laptop 1

Step 2: Provide Event Details

A different Event Details form will be presented depending on the event type selected in the previous
step. Date/Time and Selected Resources may already be pre-populated depending on how you started
the Create Event flow and the selected event type.

Manage Center

OVERWIEW LEARMING TALENT COMMUBICATE USERS REPOATS SYSTEM

Create Event ®
Resource Planner x
—
o [ s e 3 T
§
A BASIC PROPERTIES o
e F A7
Liarning Modle
o Rospem 1 -
Sanaion Tl
¥ Roen d Sendbon Code
Stant Dats”
i Alux Parked Fab 14, 2017 O oTed
End Duis"
Fab 14, 2017 o itwm
& Barry Singer
Drsecripion
oy | corteua | cancet |

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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Resource Planner

Create Event
1 o
- . . 0 Fri 1

= Narson Sedect Event Type Previde Event Details Oheck Availabiliay

Learmang Module: adhoc Titke €10

Session Gtk 123

Session Code 123

Start Date: Feb 14, 2017 1105

Enf Diaste: Feby 14, 2007 17200

Diescription 123
o Venuedi FesouEE Horailabiy

o Venueli (IEFachi) wF Available

& Aa) o Avaiable

& ADMIN NTS (NTS_ADRIN] ~ Avallable

& ADMIN_EN Org_Lang [LANG_ADMIN_EN) " Avadable

F VenuedZ

Step 4: Save Options

An additional "Save Options" step will appear if the event is a module session, has a future start date
and learners showing interest in the course. You can choose whether to send New Sessions Available

Notifications.

Create Event ®x
@ & & Q
Select Event Type  Provide Event Details  Check Availability Save Options Booked Successfully

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

OVERVIEW LEARMING TALENT COMMUNICATE USERS REPOATS. SYSTEM

Create Event =
Resource Planner

Day Weak Manth Sabect Event Type Provide Event Dwlads Check Avadability Booioed Successhully H m m
Fa o
Loaming Modale Diiginall Cltiz sevchipy
e Seiion e 0100214 Fa
o Room 1 Sauslen Code 2ot
Stant Cuter Fab 14, 2017 09.00
End Date Fab 14, 2017 17 00
o Hoom 2 Location Ream 1 (RAAT)
Instruceors e Parker (ALEX, PARKER) Bamy Singer {BARRY SINGER)
Class Resourzes Pecpctor 1 o Laglop 1 =i
& Alax Parker
& Barry Singer
& Loy =
- X

Drag and Drop Editing

Administrators can drag-and-drop editable event chips to update the schedule directly. (However,
Holidays, enrollments, resource reservation, and read-only events cannot be edited in this way.)

® In the Week view or Month view, event chips can be dragged to another day at the same time
slot to re-schedule the event / booking.

1. Drag the whole chip to the same time slot of another day.

Resource Planner

Diay Week | Monih Bl -+ Create Event
dun 26, 2017 '0 Today € Jun 36 2017 - Jun 30, 20107 )
Add Facdity'InstructorResourca | == Mo 26 Thu 29 Fri 30
* llﬂoom London ‘Ir:;l"lu:rg

1 +Hoom.London, Defauli
AS b Admimkior

¥ Room-Paris |00 - 17:00
fa— =1
o | vioam-Fans, Detautt
| &do . Peter Fan

e ax 1, Yrdea Conlere

Joe Blank 1 T
& 5 i Customar Magtup
& Pater Pan |2

SERMAN 1 Sarka, D!
| ark, Pater Pan
| tof-A w1, VidED Confen
2 ProjectorA | LEE
Dl om-Pans, Detaul
o Duter Pini
Axq Vidan Confam
& Projector B |re0- 1700

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

Day Wack Morth Edit Event X
: . = o
Add FacditylinstnuctonResourca | = Edit Event Details Check Avadiabilily Booked Successiuly Fii 30
< Room London o
Do L] W Team Weekly Melling
Bankar: Sysbam Administratar [NIMDMINY
+ Room-Paris Start Late: Jun 20, 2017 0700
Detat Enel Date: Jun 28, 2017 12:00
Commant
& Joe Blank Hespuroe Awailabity
LUSERO0DDOY
< Roam-Londan (AL} « fvailable
& Pater Pan
LSERNODIEGD

£ Projector A ook | Cancel find P m
Dl
f RULR-U L
EFrameion-A v 1
i 7040 - 1700
Projector 8
£ Proj lE 4
Defmn AT Cwrie Mlafua

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

Resource Planner

Diay Wack Month
Edit Event x
-] )
Add Faclity/lnssmctorResoures | = - - - Fri 30
+ Room.London Edit Ewent Details Chedk Availahility EBnoked Surcesshdlly
Dmimal
Tida: W Team Weekly Melting
+ Boom.Paria Bookar: Systam Administratar (MDADMING
Defma Starl Date Jun 28, 2017 0700
End Date Jun 28, 2017 12:00
& Jow Blank Lacation: Racem-Landen (RL}
HIESER -~ Camment
& Patar Pan
LSERNODEEGT
& Projactor A
: J c1
iy # Hporn- s, Detall
dun Blank, Palsr Pan
EPromcieeA e 1 Widan Conlam
-y T09 - 1700
& Projecior 8 ||:|
Detmst e e P

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

Resource Planner

Diay Wack Mornth + Craate Evant

| dun 26, 2017 0 Tody € Jun 25 2017 - Jun 30,2017 3 o

Add Facling/InstructorResourcea | == Mon 26 Tue 27 Wed 28 Thu 28 Fri 30

+ Room-London 78-12 T - 1710
Team ... lea Party
¥Hoom-London, Detsull

[ ] +Hoom-...
ASy=lam A5 pwiars Mminet alo

¥ Hoom-Paris g
- o1
s +Rom-Fans, Detast
d-Joe Dlank, Peter Pan
SFroectoni s 1, Vadeo Confers

Joe Blank e 700 - 17:00
a R S 1 Customar Mastup
ISERCa +Room-Part, Defast
&.Jor Elank, Peter Pan
&Frogechor-A « 1. Wideo Canfere.

& Pater Pan FRG= 1200

RRA 5]
|SERANDIG S s
&oe Blank, Pater Pan
BFrnjecar- n 1 Vides Confere.

£ Projactor A 780 - 1700
c1
+Foom-Pans, Defast
d-Jup Blank, Pain Pan
EPragcion-4 e 1 Vidia Cenfar

- i T840 - 1700
Projector B
i o1

Detaul T Durie Matctt

® 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 Waek Month + Create Evenl

Jun 27, 2017 £  Today < Tue Jun 27, 2017 >

Add Facility/Instructor/Resource | == 9:00 10:00 11:00 12:00 13:.00 14:00 1500

+ Room-London

<« Room-Paris

Defzull

& Joe Blank

USERODOO001

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

e _________________________= ______________________________ =it
¢ Edit Event x
Re B 0
Edit Event Details Check Availability Booked Successfully
Tithe: W Team Weekly Metting
Booker: System Administrator (NDADMIN) 7 >
Adh Start Date: Jun 27,2017 09:00 1500
v End Date: Jun 27, 2017 11:00
Comment
Resource Availability
.f
<+ Room-London (RL) « Awailable
& Back

3. The new start time and end time will be displayed. Press Close to proceed.
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— =
€ Edit Event x
Re L @ =]
Edit Event Details Check Availability Booked Successfully
Titla: ® Team Weekly Metting
Booker: System Administrator (NDADMIN) r >
Adi Stan Date Jun 27, 2017 09:00 15:00
- End Data Jun 272017 11:00
Location Room-London (RL)
Comment
_f

: B3
4. The start time and end time of the Event have been changed with the same duration.

Resource Planner

+ Create Eveni

Day Wesk Manth
Jun 27, 2017 0 Today L4 Tue Jun 27, 2017 >
Add Facility/Instructor/Resource | = | 9:00 10:00 11:00 12:00 13:00 14:00 15:00
9:00 - 11:00

+ Room-London

Tedwq Weekly Mertting

e + Rdbm-London, Default I
& System Adminsstrator

< Room-Paris

& Joe Blank
*Note:

The end time can also be changed by drag-and-drop in the same way. The duration of the event
can be resized by dragging and dropping the end-time without altering the start time.

Marking Changes as Draft

If the Event being edited is a module session, there will be a checkbox "Mark this change as draft" at
Step "Save Options". The Administrator can click the "Review Changes" button to review and save all

changes.
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OVLAYVIEW LEARMING TALENT COMMUNICATE LS REPOSITS SYSTEM

Resource Planner

Day ek Warth
Raview Changes x

om0 | Lsameng oomecusr naseave nor ceen sarveapeeners L Frosceony £ Jnd HM9-denT MO8 3
[Regalation (GOPR) Workihop] Buiiniid Inbegaty
clorResoutn | = Mond  check Availasay Wes Thu &
+ East Room E"“ e "y Lowinieg Mo Al Buninss Intagrty
JEI Session Tile Suarmmen Sausien

Stant Datw Juni 1, 2019 W03 AM 1
+ West Room inipe - T
1 End Daty Jan 1, 2099 500 PM | Gernie o Dlata Protection Regulat

e Asalabdny

o East Raom (TR  Forallable

Lowming Modube: I Garveral Dt Protecsion Flagulstion | GIPR)
Heiobabop

Session The

Stawd Dabe Jun 6, 2059 11 B0 AM

End Dats Jun B, 2009 700 PM

o Wasi Flosm (WH)  Ewalable

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:

ONERVIEW LEARNING TALENT COMMURICATE USERS REPORTS SYSTEM

Resource Planner

Day Weak Monsth
Jund 2008 O Todsy £ Jund2019-Jen?, 2015 3
4 Fincilil 1oe -, Moa 3 T & Wed & The &
+ Eanst Room :lnfln-hwhwuy
:ifduﬂxn
 West Feesemn

Save Options ]

One o1 mowe Sessions have been sel 1o active snd Mirw Sessions Avallabls
Motifcations. may be sent b arnery who huve indcated interest depending
on enrolment polcy setings
) 5end each lpamed 3 notlicalion per sevsion

Do net sered nolicalions

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

various
#FIVE User, ONE ..

TWO User (USER2-1) 10:00 - 18:00 10:00 - 18:00 10:00 - 18:00 1n-nn.,-m_-nn. 40004200
Workshop1 Workshop1 Workshop1 10:00 - 18:00 7.00- 17:00
+ Various +\arious Various 4 Classroom1 Event

s\Various
A Resolve Conflics A Resolve Conflicts |

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

Integrated Instructor Calendar

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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OVERVIEW LEARMING TALENT COMMLNSCATE USERS REPORTS SYSTEM

Holiday Calendars

Showing 1-4af 4

Hong Kong Holidays

Personal Holidays
LK. Maolidays

U5 A Holidays

Shewarg 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:

Managé Conter

CVERVIEW LEARNNG TALENT C AT USERS REPORTS SYSTEM

Figiviay Calendars

New Calendar 1 [ es

B e

Yiear
Al L

Showing: 0= 00cd 0

Bulk Achon *
| Dumse iption [+ -

Theere are na iems 1o disply

Shewing 0-0ef0

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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Manage Cenisr

= Hd PLTERS

Showing 1-30f 3

Buik Action ¥

= Descnpson Datn -
He Dy 1 4 5
Holday Day 2 Jd 17 JNG
Hodaday Diay 3 dul 28, 215

Showng 1-3a3

By clicking on the "Edit" next to the Calendar Heading, users can edit the Calendar name:

Holiday Calendars -

cCalendar |cdit]

Details Training Centers
Edit Calendar Name X
Calendar Mame *
Year - keCalendar
All 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 ;i

Detaile Training Centers
o Add Holiday ®
Year
All
Description
|
Date®
f:‘ Resul r [

s A= [ swe | o

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

Details Training Centers

Year
All

Showing: 1-1 of 1

Bulk Action| =

Showin Delete

Linking Training Centers

April 2021

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

iy Cahraclan

cCalendar |Fas

Ausind |slandts

Abaria

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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Tr“nln‘c‘nur " _
el il LEARNING

L Mame

volcay Calendary m
cCalendar &
Repslts: 14 Sefemed: 0
Oetaity Training Centory et
Training Center] n
Training Centerd 18
ARr_pdminAmsiPermanon
Bleng il
Showing: 5ol d
: <]
1]
s a [/ koo |
e B
Traking Corir Mar. | 44 | Country
a Alphanistan
b Aland tsians
[ sew | e | g
Showing: 1- 3ol 3

To unlink a training center from the Calendar, click on "Unlink" under the respective Training Center's
gear icon:

hedicyy Caberadars
cCalendar |1a:

Detals  Trsining Centers

Srowing 1 - 3003

B = [ une vikeg o |
Training Cerfer Name: Wenue Descripiion Couriry
& | a Vo & LTI Alpharisian
Ui b B Mand isaeds

Assessment Workflow

(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 & SAPLAL AKakina Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager

+ Create ent Workflow
Template Last Updated By Last Updated Date
Technical Template netdalon 19-MNov-2012
9.3 Demo netd_ronald 08-Nov-2013

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.

Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager

ment Workflow

Template

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

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

OVERVIEW = LEARMING TALENT COMMUNICATE  USERS REPORTS SYSTEM

Assessment Workflow Manager »
Assessment Workflow Manager

Template Name @

Add Exam/Evaluation

] 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 LEARNING TALEN COMMUNICATE USERS REPORTS SYSTEM
Assessment Workflow Manager »

Assessment Workflow Manager

Template Name: Workflow1 @

Exam / Evaluation & O u

@ Pre Course
! Post Course

Available Date days | Before [»] | course end date []
@ Participant
Assessor T IE :
Direct Appraiser
Reminder Email G| U:
Send Reminder Email for days | Daily z after the available date

Add Exam/Evaluation

Permissions

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 enrollment, the system will first look for session defined template, if there is no template defined
for the session, the system will look for organization default template. If there is no organization default
template, the system will look for system-wise default template. In any case, if the session is set to turn
off the use of template, no workflow will be applied to enrollment 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 1 O u

Pre Course
@ Past Course

Available Date days | Before [»]  course end date [=]
@ Participant
Assessor o
Direct Appraiser
Reminder Email G Di
Send Reminder Email for days | Daily z after the available date

Add Exam/Evaluation

Permissions

2.The menu for setting permission is displayed. Set the permission (see section Root Catalog
Permissions on this document.)

Permission Selector

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

YWrite Access

[”] Everyone

Users

bLlon Molina (NETDALCH)

A

In addition to the previously selected users, view permissions will be granted to anyone who meets
(2141 af the fallowing 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.

P Repository Manager - Google Chrome

@ localhost/ekp/serviet/ekp/REPOSITORYMANAGER?OPTIONMNAME =REPMAMNAGER

Repository Manager B B 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 [EMELi [@ [G_"_Elfj
[Z] &= "G'Udi_c'_ an(}l Video Folder Mame: Personal Folders
E] & Certifications
B & Images Name Description Owner
B & Public ADMINISTRATOR
I Audio and Video System [Properties]
(NDADMIN)
Shared/Public Folders ADMINISTRATOR
B Certifications System [Properties]
(NDADMIN)
ADMINISTRATOR
B Images System [Properties]
(NDADMIN)
ADMINISTRATOR
I Public System [Properties]
(NDADMIN)

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.)

P Repository Manager - Google Chrome

(@ localhost/ekp/serviet/ekp/REPOSITORYMANAGER?OPTIONNAME =REPMANAGER

Repository Manager BE B X
Folders T;_

Overview

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

Personal Folders

B & Audio and Video Folder Properties
El & Certifications .
B8 Images Felder Nams: ISEC001 InfoSec Mod1
B & Fublic
Description: Information Security Module
Shared/Public Folders
Folder permissions are o

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.

[Repiace (Delefe| (Cut Copy| Paste
Folder Name: ISEC001 InfoSec Mod1
Name Description Owner

1 Up One Level

This folder is ampty.

The file selection page opens (shown below).

P Repository Manager - Google Chrome

@ localhost/ekp/serviet/ekp/REPOSITORYMANAGERTOPTIONNAME=REPMANAGER

Repository Manager B H X
Folders W ]

Overview

Upload File: Choose File |No file chosen

Personal Folders
B & Audio and Video
B & Cartifications

B & Images
E & ISEC001 InfoSec Mod1
E & Public
Enter description information to facilitate subsequent searching and retrieval of this file.
Shared/Public Folders RN,

Back o 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

@ localhost/ek p/serviet/ekp/REPOSITORY MAMNAGERTOPTIONMNAME=REPMAMNAGER

Repository Manager B H X
Folders W
Upload Results
Overview
Personal Folders The following are details of tha file just uploaded.
B & Audio and Video File Name: Read Me - Working with Docker. pdf
B & Certifications Description: Docker Read Me FDF
El & Images Size: 7246Byles
E & ISECDO1 InfoSec Mod1
B & Public Upload succassful.
Note: The current System Configuration setting is such that permissions for this file are controlled by
Shared/Public Folders

the parent folder

Properties

Cancal 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 Oviner
1 Up One Lavel
« B ReadMe- ADMINISTRATOR
Warking with Docker Read Me PDF System [Proparties]
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.

Copyright © 2021, Learning Technologies Group, Inc.

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-mall

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 ' i ? X

Templates e
[ mmSystem Default ME‘SS&QE
E mUsar Tamplates
E-mail Template Editor

First, select an E-mail Template on the left panel for editing. Click the Create button on the top
panel to create 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.

Copyright © 2021, Learning Technologies Group, Inc. Page 86



PeopleFluent Learning 21.04 Catalog Administration April 2021

E-mail Template Editor { DR ? X

_Templates ™ H

M8 System Default E-Mail Template Properties

MmUser Templates This form allows editing of the selected template. Note: system default templates are not allowed 1o be
delsted.

Nam

Sender
Specify the sender of the e-mail
- ]ﬁr

Language Preferences

Send Message in "To" recipient’s language (and disable "CC" options)

Select from the list below the intended recipients for this message

g
g

To cc
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

P@mEeEeEeE@EE

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

Top half of the Email template

PdpPE

o

Selecting Intended Recipients of the E-mail To select the recipient:
Click the To radio button of the recipient(s) who will directly receive the email.
Click the CC radio button of the recipient(s) who will be given a copy of the email.
Click the Omitted radio button of the recipient(s) who you do not want to include as the recipient
of the email.
Selecting a Specific User as a Recipient of the email: If the recipient is not included on the list,
you can also select a specific user as the receiver of the email.
a. Select first whether the specific user (recipient) is direct (To) receiver of the email or
copied (CC) receiver of the email.
b. Click the Selector button under the Specific User. Once clicked, the menu for selecting a
specific user is displayed. Use this menu in selecting a user.
c. To remove the specific user, click the Trash icon
Sending messages to external e-mail addresses: You can also send one or more messages to
external e-mail addresses.
a. Select To / CC/ Omitted for the recipient(s).
b. Enter the external e-mail address to the entry box located under the External E-mail. Use
comma (,) to separate multiple addresses.
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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
Specific User

External E-mail

To cC Ormitted

(%] @ @
5] (] @
(] @ @
(] (] @
(] @

e (] ]
(%] @ @
5] (] @
(] @ @
(] (] @
[ +} @ @

Yl
(] @ @

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

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

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

Parameters | Additional Charges b

Aftachments

Select an attachment from the repository
Assign attachment

Remove assigned attachment(s)

[ Attach Leamer's Prework and Standard References
Ll Attach Facility Map and Training Center Maps
Permissions

Upon creation, default permissions will be granted

Logical Domain: Global Default S

Bottom half of the email template

April 2021

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

Message section.
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Message

Enter a new message or select text from one of the predefined messages (the text may be altered for this specific message). Substitution
parameters are indicated as (keyword. .} text, and others may be added using the drop down list below. q

Language nglish

[+]

Predefined Message o Default Entollment Approval Reminder [ =]
Subject

NOTE: For security reasons the external approval link iz shown in CC user e’ma:il&o

Parameters | oqditional Charges B2 ~ppend 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}

PeopleFluent Learning 21.04 Catalog Administration

{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}

Copyright © 2021, Learning Technologies Group, Inc.

{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}

April 2021
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{city}

{company_name}
{cost_center_name}
{country_code}
{Coupon_ID}
{course_cost}
{course_description}
{course_id}
{course_optional_pay_items}
{course_schedule}
{course _title}
{current_date_and_time}
{denier_remarks}
{deptid}

{department}

{email}

{end_date}

{employee _id}

{preferred_date} {participant_id}
{preferred_location} {user_org}
{Pricelnfo}

{province_state}
{purchased_tokens}
{purchased_tokens_pay ref}
{reason_to_enroll}
{RefundAmount}
{RefundAmountOptPayltems}
{request_date}
{reviewer_given_name}
{reviewer_family_name}
{room_name}
{session_end_date}
{session_start_date}
{session_confirmation_link}
{session_description}

{start_date}
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To automatically enter the specific parameters into this message (e.g. the name of the participant):

1. Select the parameter by click the drop-down menu by the Parameter field.
2. In the message box, place the cursor on the area where you wish to enter the parameter.
3. Click Append to Message.

Note: You need not specify parameters for a bulk message.

Attaching Documents or Files You may attach a document or file by clicking on the Assign
Attachment hyperlink and then selecting the file/document from the Repository Manager screen that
appears (in a new window). To add an attachment:

a. Click the Assign Attachment hyperlink. The Repository Manager screen appears in a
separate window.

b. Select the desired file(s).

c. Toremove an attachment, click on the file and click the Remove assigned Attachment(s)
hyperlink.

d. Attaching Learner's Pre Work and Standard Prefences : Files in Reference Resource,
belongs to learners' Pre work and Standard, can be easily attached to emails and send to
users. Since Reference Resource contains many types of file URL, only files exited in
Repository will be attached to emails. To attach the Learner's Pre Work and Standard
Prefences, tick the box beside the "Attach learners Pre Word and Standard References".

Attachments
Select an attachment from the repository.
Assign Attachment [

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".

Attachments
Select an attachment from the repository.
Assign Attachment [ Bl

&~

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 & 2 X

Templotes W
E‘E:l System Default
B Quser Templates

= APPRAISAL WORKFLOW
TRAINING REQUEST

= Approval Expired Notification Parameters Additional Charges -
= Copy of-Copy of-Email Append to Message

Reference
 Copy of-Email Reference
= 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 leamner's Pre Work and Standard References

e Y V 7 0 ar S rental ™

To specify which users and organizations can access the current template, dick
Permissions

Meta Data

Created By:

Date Created:  Jul 5, 2012 10002 AM C5T

Last Updated By: ADMINISTRATOR System (ndadmin)
Last Updated:  Jul 17, 2012 11:06 AM C5T

L]}

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.

Bedings
! Ly D Wy Poills  (haege pammnedl Acomt  Tevss of Une
S gt 1T v Toog yhum ket o i el dhrberms W e Uyt B bl Dot el et whim el (R et
[.‘ Loghan - ] g o T Wy Wt gt et Liten
. e T] T b e e 5y s e S g o s Pt chitua Bt K1MCAAE) sate dm Byl b Lo el e i ke e it ol

< Taiue Sevw fomda thal Paite uie of P conceit

The highlighted is the new option of language targeting option on the Email Template Editor.

One caveat of enabling this feature, the "CC" column will be disabled and only intended recipients can
be selected as "To" recipients. Specifically, if the recipient is already in the "CC" list, checking the
option will cause the intended recipient to be tagged as "Omitted" instead. The reasoning behind this is
that by definition carbon copy should be an exact copy of the original message and it shouldn't be a
language-variant message.

Salect from the st below the mtended recipients for this MEE5a08

To cC Ornitted
Appeovar -
Participant a
Dugct Apprang e @
HE Manager
Course Specific Instructorfs)
Defaull Syitem Approver
Diefault System UsenAdministrator
Apprasar
Super-Appraiser
Organization Appaover
Spacific Uiser

e RE e B S @

- W
Extemal E-mai )
ME‘SS&QEB may be senl Lo ome of mane extemnal &-mad addresses. Use comma () 10 separate mulliple addressss —

It might also be noted that, for external recipients, it's not possible to match language preference, the
mail will be always be sent in the default language.

Add NewAssignmentID Column to Users CSV Format

There seems to be a misunderstanding that the AssignmentID column is used to update the
assignment ID to a new ID, this is not correct. If a user has multiple assignment accounts, there is a
need to specify which assignment account to update with the personal record defined in the CSV file,
hence the AssignmentID column is used for the lookup rather than the update. Since the column is not

for updating an existing ID, hence a new NewAssignmentID column is introduced for this purpose much
like the NewUserld column.
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MewAssignment!D Assignment 1D The ID of the user's assignment to  Mone
be changed to

When adding a new assignment, if both AssignmentID and NewAssignmentID are specified, this
NewAssignmentID value will take precedence; when updating an existing assignment, use this
NewAssignmentID to update to a new ID if the specified AssignmentID does exist.

Accordingly, the R109 data dump report has been added with this NewAssignmentID Column.

E-mail Template Parameters

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 | DR & 2 X
Templates W Predefined Message Default Enroliment Approval Reminder E
E} &&System Default Subject Enroliment Confirmation

= Default Certification Expiration Reminder
= Default Course Withdrawal Notification
= Default Enroliment Approval Reminder
= Default Enroliment Approval Request
= Default Enroliment Approved Notification {module_completion_deadline} ]
® Default Enroliment Confirmation
= Default Enroliment Denied Notification
= Default Enrollment Pending
= Default Enroliment Waitlisted
® Default Session Transfer
= Default Start-of-Session Reminder
& MmUser Templates

NOTE: For security reasons, the external approval link is shown in CC user
e-mails.

Module Completion Deadline m EEEMECEN Append to Message

Launch appraisal link

SLinked Goal Program Name
FLinked Organizational Goal Title

Module Completion Deadline

NeedsHotet et
New Session
Notify E-mail (about charged Cost Center)
0Old Session
Organizational Goal Title
~Participant First Name
—Participant Full Name
Participant Last Name
Perormance Goal Title
Phone
Postal Code/ZIP
LPreferred Date
gPreferred Location

»

—

|

lcurrent template, click Permissions

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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Massage

Enter a new message or select text from one of the predefined messages (the text may be altered for this specilic message). Substitution parameters are

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

Language English

Predefned Massanm, e Flafete Cmallssms bene] Raminder ¥
Participant Full Name -l

Subgect Participant Last Name jon
Performance Goal Title |
HOTE: For Phone dink is shown in OC user e-mails,
| Postal Code/ZIP

Deaz

B PR prafarred Date
You hawve| Pr_eferre:l Lecation pa have any quaries, please contact cur leazming systems
adminiag CHCE Info

77| Prevince/State

fmaman: | Purchased Tokens

Purchased Tokens Payment Ref
Trank yol Reason for Taking This

Refund Amount I
Refund Amount (Optignal Payment ltems)

Report File Nams

Repart ID

Report URL

Request Date

| Resst Passwned il

Parameters | Raason 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 ECuulsa Withdrawal Motification

NOTE: For security reasons, the external approval link is shown in CC user e-mails.

Dear {participant_name},

You have been withdrawn from {course title}. If you have any queries, please contact our learning systems
administrator ({default_system approver}).

REascm:I {reason for withdrawal} |

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
= e = e =

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-mail templates will be lost.
| English

| Arabic (Saudi Arahia) .|

| Chinese (China) |
| Chinese {Hong Kong)

| Chinese (Taiwan)

| Czech (Czech Republic)

| Dutch (Metherlands i

| English (Canada) [
| English {United Kingdom)
| English (United States)

| French (France)

| German {Germany)

| Greek (Gresce)

| Hebrew (Israel)

| Hungarian (Hungary)

| Indonesian (Indonesia)

| Italian (ftaly)

| Japanese (Japan)

| Kaorean (South Korea)

[ Malay (Malaysia) Ml

3.Click Submit. An acknowledgement appears.

Home  Training Records  Catalog  Dashboard  Career Development  Review  Communicate  Teach  Manage
I E—————————————————————

Marage = Systern Administration Manager = Systern Support Functions

Reset system default e-mail template language

The systern default email termplate 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:

April 2021

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

Templates k.

B0 5ystem Detault
B User Templates

FE QUE ST
= Approwval Expired Motification

& Mot-Yet-Accested Reminder

w Seccion Completion Motification
@ SLIBMIT AGREED APPRAISAL

= SLEMIT PEHDING APPRAISAL

= SLIBMIT REYIEW AFPRAISAL

= SLEMIT STARTED APPRAISAL

@

= APPRAISAL WORKFLOW TRAINING

= Copy of-SLUBMIT AGREED APPRAISAL

GLISH Nl Hw.-l.a'ﬂquageo

e

Creare a Copy

Rl oy o SUBMIT AGREED APPRAIG

specify the sender of the emal
ADMINISTRATOR Systam (NOADMIN) !
Select frem the Lot below the intended reapients for this message
Ta cC Omitted
Approver °
Partiopant @

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

E-mail Template Editor

Templates : -

E:?!S}-sterT: Default
B3 User Templates
= APPRAISAL WORKFLOW TRAINING
REQUEST
= Approval Expired Netification
= Copy of-SUBMIT AGREED APPRAISAL
= Mot-Yet-Accessed Reminder
= Session Completion Notification
= SUBMIT AGREED APPRAISAL
= SUBMIT PENDING APPRAISAL
= SUBMIT REVIEW APPRAISAL
= SUBMIT STARTED APPRAISAL

Parameters | agditional Charges

0D & ? X

[AUICRERE Add New Language
(]

Enter 3 new message or select text from one of the predefined messages (the text may be altered for
this specific message), Substitution parameters are indicated as [keyword .} text, and others may be
added using the drop down List below.
Language Arabic (Saudi Arabia) B

Predefined Message Default Enrollment Approval Reminder [«

Subject

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

E| Append 1o Message

5.Select the Predefined Message.

6.Enter the Subject

7.Click the Save button to keep the changes.

Note: Users can change their language preferences in Settings and if a matching language has been
configured for a template, they will receive the e-mail in their preferred language.
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Specifying Access Rights

You may also specify read/write access:

1.Click on the Permissions hyperlink.

Permissions
To specify which users and organizations can access the current template, clickiPermissions

Create a Copy

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
Templates \

B System Default
W User Templates

| DR & ? X

E-mail Template Properties

This form allows editing of the selected template. Note: system default templates are

not allowed to be deleted
Dol

oo

Mame petDimensions Test

Specify the sender of the email -
&
Recipients
Select from the list below the intended recipients for this message
To CC Omitted

Approver ) y &
Participant .
Direct Appraiser .
LM Adamamar -

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

E-mail Template Editor

DRk ? X

Templates w

20 System Default
Uzer Templates

E-mail Template Properties

This farm allows editing of the selected template. Mote: system defauli templates are not allowed to be
deleted.

Template copied and saved (note: default permissions were granted), you can continue to make
madifications
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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 | DR & ? X
Templates I
@ M System Defaut E-mail Template Usage
B &User Templates o g : 2
8 ACME Default Enroliment The listing below identifies all references to this e-mail template. You are not allowed to
Approved Motification remove an e-mail template if it is still being used by other part of the system

= Alain Enrolment Approval

e A o
w Ak Eiolenast A ) Reguest Enrolment Policy References

= Alain Enrolment Approval RequastJLGC SJP enrollement

Org Approver
® Appraisal completion
® Appraisal Start .
) f
= Approval Expired Motification S tbioaiaitien
® Award Certificate Mo references in this category were found

® BCD Enrolment Confirmation
u Certificate of completion

= Completion Certificate Centification References
= Copia de-

= Copy of Cape Default Enrolment Mo references in this category were found.
Confirmation

= Copy of-Appraisal Start

" pr of-Default Start of Session

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 enroliment policy or that its deletion will

not result in adverse consequences, click Delete. A confirmation dialog box appears.

E-mail Template Editor I. DR & ? X

Templates

(- System Default

B B User Templates

& ACME Default Enrollment
Approved Notification

® Alain Enrolment Approval
Reminder

® Alain Enrolment Approval Request WEWEN A CME Default Enrollment Approved Notification)

® Alain Enrolment Approval Request

Crg Approver
® Appraisal completion Specify the sender of the email.

® Appraisal Start

® Approval Expired Notification m@
® Award Certificate

& BCD Enrolment Confirmation
® Certificate of completion

= Completion Certificate

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

= Copia de- Approver @ O .
® Copy of Cape Default Enrolment ~ Participant @ & .
Cenfirmatian Direct Appraiser Q - @
m Copy of-Appraisal Start HR Manager @ .
L an Uf'DEfEIJ“ Start ﬂf SESEiDﬂ Frurea Snacithe Inetractanel (=] i L 3

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 ( I )
Templates :&
Message
-0 system Derault
EI--Q User Templates 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 D B & ?
Templates Wl
B-Qsystem Deraut Template Search

w Default Certification Expiration Raminder

drawal Notificatior Perform a search based on the Template atributes. You may enter a partial name in the name field fo perform a case-insensitive
wildcard search fwith ™' as the optional wildcard character). For example:

inder

Approy esl = R* lists all names baginning with R
roved Motificatior = uff lists all narnes contalning the string uff

= Defaull Enrolim firmation
ult Enralimant Deniad Motification
It Enraliment Pending MName
= Default Enroliment Subject
w Default Start of Session F
B user Templates [eearen]

B APPRAISAL WORKFLOW TRAINING
REQUEST

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 O & & ?

Temnfa‘es - Results of Template Search

Shaw (1- 1 af 1) page[JEJor 1

Cancel Session Notificatior Edited Enroliment Pending Motification

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.

Copyright © 2021, Learning Technologies Group, Inc. Page 101



PeopleFluent Learning 21.04 Catalog Administration April 2021

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 LMS 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.

EEES——— —

Kaftrina Saplala = Manage Centre | Help | C

> NetDimensions
Talent Suite

ﬂ Leamning Centre = Career Centre Workspace

Home

People

2.Click the Create.

Home Learning Center Career Center Workspace Connect Reports Teach

Mail Box
Bulk Action [=]
@ fswjeat  _ _ ________________Jfom |
E-ITask Approval Reminder(Feb 5, 2013) SANTOS Vina (empno005)
] E=Task Approval Reminder{Feb 5, 2013) SANTOS Vina (empno005)
EZEnrolimant Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
E E=ZEnroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
E<ZEnroliment Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
B E=Enroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
B-2Enroliment Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
[l BE=Enroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
C-2Enroliment 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 (8. intemeat), your extamal e-mail address must be entered in the systerm, This can be dore in Personalize -> User Administration

Send Details

From: MOLINA Alon (netdalon)

| o]
= | en

B 7 U & | FonkFamiy ~ FonkSee MEER = _&vEViw‘n

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 LMS to automatically send a welcome message to a new user:

April 2021

1.Access Manage Center > System > General Settings > System Configuration. The System

Configuration screen appears.

System Configuration

Select a spacific 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 ZI

You must save all changes before selecting another category.

Online payment

Enable online payment B
Enable shopping cart L]
Payment plugin URL ‘ i
Payment plugin key ‘ |

Allow enroliment approval with online payment L

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

[Deli\rer iCalendar Motifications as Email Attachment(s) ‘ 4 Iﬁ|®
lAa:Id Course Description To iCalendar Attachment ‘ vl |ﬁ|@
Request responses in iCalendar Iﬁ @
Mew User Welcome E-mail: h_| 4 6 @

v
Forimn | Indate Motificatinn Fmeail | [N 14 7l san

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 B B =

Orgamization -
04 Leamner learner 04

E ALl

I Garmany

E I Ovganization A
El I Organizaton B

B Active

nmmmmwm

B mUNASSIGNED PERSONAL INFORMATION
First Narma* Learnar
n Middie Nama
Password
Lasi Nama "
Change password:

Ot Mama  With "Changs password™ you G0 ovesare the

o wsars password wilh any sirng al maets the
SYRMTI-CONNGUNS RASIWOIT SACUNlY

T roquirerrenis. This s not triggesing the "How
Password E-Mail®, You nead o infiorm the usaer

Dale of Bt manually about his now password

Pioase note: ¥ croating a now usar, o

{resat_passwond) placeholder in F “New User

Welcome E-Mal™ can be filed if cvwenariting

e imilal password Fes

EMPLOYEE S coot Reset Password Mail:

Currint Staby  'SPCking this Bnk will gerserale a rew random
PEESROrd AN Sand il 10 N Uil USng e

Uso External ! “New Password E-Mail™, The link is only

arvailatibe if tha user accound has enlened an o-
Eanpieyes Hus mad address.

Password @

Expirafion Dal

Immediately send out the New User Welcome E-Mail

-]

April 2021

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 B B =X
Ougbeizaton W
04 Learner jearner 04 W Active
BEALL
(& M Gaemany
I Organization A Profie  User Gioups  Supanvises Recorts/Transcrpt
& M Organization B
5 MUNAS SIGNED
Creatied by JULIA GEISEL Adin (gsel_admin]
Dot Lisar BD Crecitind. Mar 1, 2017 235 PM CET
== Last Updatad By JULIA GEISEL Ademin (jgeise]_adin)
Last Updatod Mar 1, 2007 242 PMCET
Liser Siaistics
Gareral user session-retalad stalishcs. Nole thal the lolal and avedags Session imes only Rdudd Ses8ians whists the wier
oG] G [ O
et Lol Unkrown
Last FW Changa Unkrown
Last Aute-Enmll Scan: [
e 1
Last Offlree Aute-Envell Sean Wi
Logins: o
Or manually run the Welcome Email Task.
e - e
(=9 pr——— e
Do Aypae o s
. e P
(= Fadre Sberebedar At
T Mk e et - P— Aeine
P L PR [ By Ay
Vewt: Ty Bt Dy B mre dowmari wor Aaive

o Bk ] oo -

Sending mail to the internal mail box

In the LMS, 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

April 2021

"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

(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. Atwo-step policy (the user's manager needs to approve)

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

Catalog Manager screen.

Adding Enrollment Policies

To create enrollment policies:

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

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

Enrolment Policy Editor Craate Palicy Elg BEDGr ?X
Policies % : ’
ioes Enrolment Policy Editor
& e 3- STEP ENROLLMENT POLICY
£ 3 Step Policy s This editor is used fo create enrolment processing policies that may be assigned to individual courses. The policies may consist of any
[ I ABP Enrolment policy number of approval or manual steps, with custom e-mails associated with sach step or action

) W Abu Dabhi Policy 4
5 B8 AbuDhabi policy 1

E W alain_ENROLLMENTPOLICY

E WmAndrea Org Invaice Palicy

) B anh_ikon booking policy

- Aurien

- BCD Travel Simole 1-step enrclment oolicv

3.The New Enroliment Policy screen appears.

Enrolment Policy Editor DPBROL 2 X
LI, ' New Enrolment Palicy

@ W3- STEP ENROLLMENT POLICY

(3 Step Policy Eamcmt Pecy et

& MmABP Enrolment policy
@ MmAbu Dabhi Policy 4

& mAbuDhabi palicy 1

& Mmalain_ENROLLMENTPOLICY Policy Nama
& M Andraa Org Imoice Policy

& Mmanh_ikon booking policy

() Aurion

Select the desired e-miail workflow and specific messages using the properties below

- WmBCD Travel Simple 1-step enrolment policy The confirmed enrolment e-mail notification can be tumed on or off, select your option below
(El mCourse specific approver
EHMmDE1 stap policy Send Enrolment Confirmation for Group Send Enrolment Confirmation for Self Send Enrolment Confirmation for Auto

ImDB-SJP Workshop Training Palicy

& BDEFALLT SOLICY Enrolment? Enrolment? Enrolment?
E-MMDEFAULT POLICY 2 L s

EHmDEFAULT TWO STEP ENROLLMENT POLICY Enrolment Confirmation LY i)
(# Mmea-one step palicy

EHMFS - TWO STEP ENROLLMENT POLICY

E-8mFS - TWO STEP ENROLLMENT POLICY - ORG

PAYS Enrolment Panding Notification 1

@ Mmfs- One Step Policy [&jal
(& Bfs- One Step Policy 14d withdrawal Waitlisted Notification Yiv]
& Mfs- One Step Policy 7d withdrawal &g
- G4S Policy Withdrawal Notification hj .QI
@ mhh-One step Palicy = o

= mJC-Folicy Approved Notification (&)@l
E Mmjk- One Step Policy "

& mILGC SJP envallement ool T L3
ML One Step Policy Session Transfer Notification l

(& Bl Job codes ’ o RS s Lile]
& MLEGO Ditte Enrolment Policy Policy Remarks

E-mLego Enroliman Policy

( MmLego Enralment policy

@ M Madule Training Policy

@ MNEPolicy

(E Bmnetdtest

) Mnetdtest Policy | Allow Approval Withdrawal

& Mo approval Promnt aar far ramsan for the withrirewsl
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4. Fill in the details.
5.Select the notifications that shall be sent for the different events, such as enrollment or withdrawal.

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

Enrolliment Policy Editor I I = R ? X
E -
Enrollment Policy Summa
BG!—.;H raval Step A y ry
a Enrollm Policy Summary
- : Approval Step &
= Edit additional Enrallment information The seftings below represent a summary of the steps and properiies set for this
o ; particular policy.
= (fdd i
" Policy Mame Approval Step A
] Copy 0EDEFAULT TWO STEP ENROLLMENT
Fln . i SEEEEAILTIRN. BER ~ o Policy Remarks
B0 perauLT POLICY — Enroliment Confirrmation for Group Enrollimeant? Yes
B oerauLr two e1ep gnaof 18 3l new created | Enroliment Confirmation for Salf Enroliment? Yes
= Envaliment oty Summaty | o oo P on " |Enroliment Confimation for Auto Enroliment? ves
€ placed in this rea. |y irawal vihile Awalting Approval? Yes
ider Organization-level Payment Plan Options? Na
[ I al Enraliment Inform atio
iy Enroliment Confirmation
m jpproval Stap 1; Direct Appraiser Approval Em_u“menlpe,"d'"_"chaﬁun
ANV e b s AP roar Waitlisted Notrfication
M i Withdrawal Motiflcation

Approved Motification
Denied Motification

Approval Step Details

Click here to get usage detalls

Meta Data

Crealed By MOLINS Alon (netd_alon)
Date Created.  Jul 4, 2011 351 PWM COT
Last Updated By, MOLIMNA Alon (netd_alon)
Last Updated:

Associate Enrollment Policies with a Learning Module

To define the enrollment 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 Enroliment
Policy screen appears.
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Catalog Editor OB O0&Rs & X

o b aciie Lirichs i

1 Catalog Setup checked beiow, il wsers can envoll in this module. Ctherwise, the user is checked for membership in any one of the following

2 Actess ConfroVEnralimant Control COMPLETED of FINISH USING 15 aliowed 10 enroll in this corse again.

-5 Er
Il Prefarences Set. The history expiration window 15 used lo specily the number of days aftler which the student may re-enoll. For exampie, if the
SRS - value i set o “30" then & studen! who look this course move then 30 days ago will need to re-take this course.
3 Knowledoe Center Setup History Explration 'Window: 0 da(s)
3.1 Selup Option

Currently Allowed Organization(s|
4 Launch Setup b o nis}

nFropeties %
Module Properies

irtual Archive

\efine Module Sacurify Disallow Re-enroliment

Define Enroliment Policy

(Catalog for Testing

Enraliment Securily ailows you to control which users are allowed fo enroll for this moduiedprogram. I pubilc access is

wodule Proparias accass controf fisfs,

41 This modulefprogram cutrently allows public access
1 Allove user 10 WITHDREW

V! Prompt user for reason for the withdrawal
| Allow user o mark COMPLETED

| Allowr stalus 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 enfoliments with overall slatus

@ Allow re-enroliment

olicy In some cases, & course thal might have been laken by & studen! previously will need to be re-talien after & period of time,

i Select Organization Constraint(
LA PrTEres

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 enroliment 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 0 -.ii@ 0@ X

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

D@ B ®

April 2021

? A

Palicies K
E‘mku;l..w Stlep A

u Enroliment Palicy Summany
u Edit policy details
m Edit withdraswal details

E =y

Copy OFDEFALLT TWO STEF ENROLLMENT

POLICY
BQoerauLT PoLicy
E"ﬂl_l_l ALILT TWO STEP ENROLLMENT POLI

= Edit Additional Enroliment Infarmation

Enroliment Policy Summary

Approval Step A

parficular palicy,

Policy Mame

Policy Remarks

Send Enmliment Confirmation for Group Enroliment?
Send Enroliment Confiermation for Self Enroliment?

Cmpnel Crurmil ml T L A5 Ty Maibem T 1] L]

2.The Approval Step Details screen appears.

Enrollment Policy Editor

D&B 2@r 2 X

Policles W

E'Q Copy o-DEFAULT TWO STEF ENROLLMENT POLICY
ILT POLICY
JLT TW0O STEP ENROLLMENT POLICY

ditional Enrollment Information
ordefing

New Approval Step

Enraliment Policy A

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 E
Designatad Approver:

Approval Request

= =
A

[¥] click ifyou don'twant this step to expire
Expiration period: days afier this step begun

Action taken whan s:;gl:\:; approve El

Expiration Notification: ‘Eg

Reminder day. - days before this step expires

DY)

Approval Reminder:

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 concumrently.
| This stepis in parallel with the adjacent step(s)

Prompt for additional information in each approval step.
Flel harged Cost Center

[~ Emall to whom notification regarding the charged cost center is needed

Notify Email: [rsir="|
Y /0]
Note: Emaliwiil be sent to the email address that is entered by the anprover during aporoval slep, In addlion io
the reciplents that are seiecled from the email lemplate.

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

Yas
fes

W

4.Select the selection type. Click on the drop-down menu by the Approver Selection Type field and then
click on the desired selection from the list that appears.

5.Select the Designated Approver.

6.To assign an approver, click on the Select icon. The assigned approver to screen appears.
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Assign approver to

Description

Perform a search to generate a list of itemns in the Y¥vailable Choices' panel. Select one of the items listed and click the single armow (e.g. =) button
to copy [Linto the Selections’ panel. When you have completed your selection, elick the ‘0K’ button.

Search Criteria

The search result list only displays the first 1,000 rows. Check here W swilch batween horzontalivertical scroen layouls: £l

User D Ghan Mame: Family Narne:
Role All - Qrganization:
User Group:

Specify Additional Altribites

» |

# Records Retrieved: 0

(w )]

W ‘

Cancel

7.Make your selection from the Available Choices field.

8.Click OK.

=

. 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.

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

5. Specify which preformatted e-mail messages will be sent upon expiration in the Expiration
Notification field.

6. Specify the number of days prior to expiration that a reminder message will be sent in the
Reminder Day field and which preformatted e-mail messages will be sent as a reminder in the
Approval reminder field.

7. Enter comments in the Step Remarks field.

1. Manual Step

ITthis step is manual, it s 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 s in parallel with the ad|EEEHtStEE§S!_I |

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.
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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@a ? X

Policies
B QperauLt PoLicy
m Enroliment Policy Summary
® Edil policy details
m Edit withdrawal details
= Edit Additional Enroliment Information
= Edit steps ardering

= Approval Step 1@ Sample Step (Parallel
Step)

|

= (Add astep.)

B DEFAULT TWO STEP ENROLLWENT
POLICY

E'Q My policy
B ew Policy
BQest

Approval Step Details

oo |
DEFAULT POLICY

Approval Step Details

A policy step can be configured to expire with 2 particular action, and can have reminder e-mail
messages sentto the approver prior to the expiration.

Step Name: Sample Step

Approver Selection Type: Use Default System Approver -
Designated Approver: e
STUDENT New (VERONICA) &9
Approval Regquest: |
MNotficacion de aprobacion caducada ll g

4.From here, proceed to:

1. Add additional steps
2. Edit the order of the steps

5When you are finished, close the Enrollment Editor screen by clicking on the Close icon.

E-mail Template Editor

Select

D & %?@

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.

Enroliment Policy Editor

0D§@d @ ? X

Policies W

B0 Copy 0 DEFAULT TWO STEP ENROLLMENT
poLIC

Policy Steps Ordering

Enroliment Policy A

Policy Steps Ordering

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

below:
Approval Step 1: Step one: For approval ﬂ “
Approval Step 2 No axpiration n 'J

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 Enroliment 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
enrollment awaiting approval.

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

Enrollment Policy Editor DB ® G 2 X

Folicies o

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

E-QpErFAULT 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 Folicy &

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 C&®BAGR ? X

Policies W

Enroliment Policy Details

DEFAULT TWO STEP ENROLLMENT POLICY

Enroliment Policy Details

Select the desired e-mail workflow and specific messages using the properties below,
Policy Name: DEFALLT TWO STEP ENROLLMENT POLICY

The confirmed enroliment e-mail notification can be tumed on or off, selectyour option below.

Send Enrallment Confirmation for Group Send c for Self Send [o} for Auto
Enraliment? Enroliment? Enroliment?
£ s 5
Enroliment Confirmation:  Diatault Enroliment Confirmation & | G
L AL}
Enroliment Pending Dafault Enrallment Pending & | 0
Notification: :
Waitlisted MOURCAHON: Dafault Enrallment VWaitisted & GJ
Withdrawal Notficaion: Disfeutt Course Withdrawsl MNotification R OJ
Approved Notification: Dajault Enralimant Approvad Notification | & |G
Denied Notificalion: Defaylt Enroliment Denied Motification R U|
Policy Remarks:

This is a system policy that may be used for
two-level approvals.

[+ allow Approval Withdrawal
| Prompt user for reason for the withdrawal

|"J consider organization-level payment plan options
Parallel Approval Steps
@ First response determines outcome

All parallel steps must succeed

To specify which users and organizations can access the cument lemplate, click Permissions
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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 DB O X

SR Withdrawal Details
B0 Copy ot DEFAULT TWO STEP ENROLLMENT
EREeE Enroliment Policy A
:ELEF-:"W:"": i
EQ:,IEI.',"..:_.‘__, o I_” ittt Enter Withirawal detsils below,

ent Palicy Summary

CostEnroliment Information

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

Humber of days before module start date % of course fee refunded
5 0 mare days 10% refunded Delete
10.0r more days 50% refunded Delete
Add >
Optional Payment tems

Specity the refund amount below as a percentage of the full cost to be refundedicredited to the laamer upon withdrawral from a course
within a certain number of days

T e p——— & of accommodation 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 DB a ? X

Policles 7\&

B oy oL DEFAULT TWO STER ENROLLMENT
POLICY Enrofiment Policy &
B0 perauLT POLICY R =

awal Policy details

Enfer Withdrawal details below.

Withdrawal Details

CostEnroliment Information

Specify the refund amount below as a percentage of the full costto be refundedicredited to the leamar upon withdrawal from a course
within a certaln number of days,

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

5 or more days 10% refunded
10 or more days 50% refunded m

Optional Payment tems

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

HNumber of days before module start date % of accommodation fee refunded _

5 ormore days 10% refunded

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 Items are separately defined. Items
should be defined for Withdrawal Details on Optional Payment Items.

Enroliment Policy Editor DB GLH 2R

Folicies W

Withdrawal Details

Enroliment Policy &

‘Withdrawal Policy details

Enter Yithdrawal details below.

al Enrollment information
$ ordering
ep 1. Step one; For approval CostEnraliment information

Specify the refund amount below as & percentage of the full cost o be refundedicredited to the learmer upon withdrawal from a course
within a certain number of days.

Humber of days before module start date % of course fee refunded ]

5 or more days 10% refunded
10 or more days. 50% refunded Delete
Add >

Optional Payment Rems

Specity the refund amount below 35 a percentage of the Tull cost 1o be refundedicredited to the leamer upon withdrawal from a course
within a cerain number of days

Number of days before module start date % of accommodation fee refunded _

5 or more days 10% refunded
Add >>

The parameter for the email template "Refund Amount (Optional Payment Items)" is available in Em
ail Template Editor.

E-mail Template Editor DB & 2 X
Templales . NOTE: For security reason, external approval linmk i1s not avallsble in CC user.
B0 5ystem Derault Dear (apppover pemel,

E"‘QL ser Templates

o 5 = = This is a expiration notification of your allowed time period for
APEEAIGAL WIOE WA TRAINING g ;
s . ""—'_A"""L' VORKFLOW TRAINING approval reguested by (participant name] to enroll in

L {course title). The system will perform the default action set on
= Approval Expired Motification the policy.

1 Session Notification
» Copy oECancel Session Notification If you have any gueries, please contact our Learning Syscems
= Cry vt bttt Envedlmant Administrator ({default system_approver}).

Confirmation
Thank you for your actention.

zsion Completion Motification
BMIT AGREED APPRAISAL
B SUBMIT PEMDING APPRAISAL
= SUBMIT REVIEW APFPRAISAL
B SUBMIT STARTED APFRAISAS

Select an attachment from the repository.
Assign Altachment | E

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

Optional Payment Items

+ Add Payment Item

Loct Fomated Lo

Credit Card Credit Credit

Under the Accounts tab of My Account Details, Refund and Course Cost columns of the Optional
Payment Items are also included.
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My Account Details

TR = 3 zummarn of 3f 50 coorse errdiments aC assodaed oels

i lemmoue |comerme amemy e con | ot

ERPANSECEEDT Jan 35, 2090 enllng_w_paymranl Onlrs (wilh pasimenl | [Fnrollmaan Fas (Plan “scawn Cuslmar Disooimed 05%) 1 il Kirpoei, Poiilds Spahen

EKPRI000SC0T Ran 35, 2010 orling_W_EsyTrent Sddesanad Nigs 1 o L Urilsd Forgooim, Foumds Spchom
EXFI0000eE0 Jan 22, 2000 orlin=_w_payment Wooe Hoton i 2 0 Urnisd Borgooir, Soumds System
ExPSHSASIE0E ban 22 3040 onilnad dinlea 3 Friroliman) Faa®ias “acooun) Cughomer Digenived 5% i e i Liribad Kirgoom, Roumds Syaten
EXFIDC0E00 Jan 35, IOA0 omiined addmana Higws 1 & e Lried Krooem, Saunds Spzem
ERFIDLRERY T A 5 0 I anlings Wy Hompn 1 &% L} Lriled Frgeeir, Foumdy Siste
EXFINIOCHEDE Jan 25, 2090 onlina? Wiiharrea refand Pyl amasnd 500 0% of 25 1 =) % Lyribad Kirgrem, Foumds Spshem
EKPII00CSE0S han 25, 2040 anline2 Wihdraea rcland addBona Highss 100 0% of 208 1 o 1] Livited Krgdom, Sgumds Sysiom
ERPIIOCER I Jan 25, 2000 onlined Witk s (eduiid Waed Hadlon U0 ol 230 1 c 28 Uriled Kirgouir, Foundy Hretem
FRPADIOCEE 1T ban 25, 2000 cwling_w_paymrsnl Wilnar s raband Fub amasnd 900 0% of 25 i C o Liribar Kirgoer, Poimdn fyater
EKFIDIOCOC AT Ban 3T, 3040 onling_w_savmrent Witharawa: refund AddBona Higms 700 0% of I0.0 1 C £a Lirizgd Krooem, Fourds System
EFPIICEETI dan 25, 200 erilms_w_seymenl Wilhdrgrea' reland Woed Nocion TWLO S o 220 1 ¢ 5 Uried Fongoom, Sgundy System
Tidais 240 2400 LiriEsg Feniont Povdy

Delete a Withdrawal Detail

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

Configurable Additional Enrollment Information

It is common that on requesting for a course enrollment, additional information is to be requested from
the user, for example, information required to make a reservation that relates to taking this course. The
required additional information can come in various input formats. The current available fields are
limited for usage in certain situations, flexibility can be further extended to accommodate capturing
information of different input types thus introducing customized fields. Similar to other attribute types,
an Additional Enrollment Information field supports the same set of data types to be presented to user
to input the additional information at enrollment time.

Configuration

A custom Additional Enroliment Information field can be set up by an Administrator via Learning ->
Enrollment Settings -> Additional Enroliment Information.

. HNe Manage Center

LEARNTG TALENT COMMUMICATE LISERS REPCATS SYSTEM

Additional Enrollment Information

A Erenmment 1nrmaticn ING wl b PromERed 10 0N enroiimen] Geparang on Erepimen] Poxy Sengs
L] Fieta) Cooe Type Mame Lecae Fanmstied Litet
Crecabas Fie Test Cheshba cibo
Checaban Cherkex Gheckbox2 Creckbas?
Cale Date Dt
Crop-gown CrspdownLabel DropacwnLatel
Free Test FresTerLatel FreeTexi_abe
FTz Free Text
NF Text Area Hew Field Hew Fleid
Humeric rumeni: Humene Hameric

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

=

Field Code — A unique identifier

2. Name — The display name of the attribute. Language properties can be used here to display the
attribute name in different languages.

3. Type — The format of the attribute. (Available types: Free Text, Date, Drop-down, Numeric,

Checkbox)
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NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS

Additional Enrollment Information »
Edit Additional Enrollment Information For Checkbox

Field Code”
Checkbox

Name @
Checkbox

Type
Free Text T

Permissions

Enrollment Policy Editor

Configured Additional Enrollment Information fields will show up in the "Edit additional enrollment
information" section in the enrollment policy. Note that the list is separated into two sections, one for
displaying the previously supported fields as "System Default Fields" and another section showing the
newly customized fields configured.
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Enroliment Policy Editor OB 0R 2 X
_Policies \

E} W ApprovalOnly Edit Additional Enrollment Information
ApprovalWithOptionalinfo

ApprovalWithOptionalinfoAndAssess

i ApprovalWithRequiredinfo TestPolicyWithDropDown
ApprovalWithRequiredinfoAndAsess Prompt for the selected addtional information during enrclment request
Copy of-NoApproval

} i Copy of-PolicyWithDynamicAttribute
| im Default Policy

Default Two-Step Enroliment Policy
DummyPolicy

=} @ NoApproval

! NoApprovalCptionlinfo
NoApprovalRequiredinio
NoMeedToApproval
PolicyWithDynamicAttribute

& TestClone

= & TestPolicyWithDropDown

All | None

System Default Fields

Address - City

Address - State

= Enroliment Policy Summary Arrival Date
= Edit policy details . .
= Edit withdrawal details
LIE dit additional enroliment informatio Branch Number
® Edit steps ordering A
= (Add a step..)
. Branch Phone
Customized Fields
® (Add a step...) Flee_TEx‘.Label
¢ DropdownLabel Mark as Optional
FT2
Date
Mumeric
Checkbox
Checkboxz

MNew Field

By selecting the checkbox beside the Additional Enroliment Information field, the selected Additional
Enrollment Information field will be a required field to be filled in on enrollment. By default, an Additional
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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—N

. ) ADMINISTRATOR System = Manage Cent
€D NetDimensions
; Talent Suite

Home Learning Center Personal Calendar Career Center Workspace = Connect Reports Teach

Records/Transcript For ADMINISTRATOR System

TestEnrollPolicyWithDropdown

Details

Last modified by ADMINISTRATOR System on Mar 1, 2016 4:.46 AM WAT

Enroliment Date Feb 29, 2016 10:46 AM WAT
Start Date: Not yet started
End Date: Mar 1, 2016 4.46 AM WAT
Credits: 0.00
Overall Status Withdrawn
Learning Module Type: Online
ReVisiop Nymphe 5 VA,
There is 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 Enrollment Information

Similar to other types of attribute fields, the Additional Enrollment Information fields are dynamically
made available for selection to be reported in the Report Wizard. Note that because of the way different
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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Cancel Report

Report ID: LPD6 © Report Help

Properies  Colmns  Grouping  Order  Fiters  Summary [ Acvancea |

Select the calumns you wish to include in your report.

OExpana Al
» Additional Comments

+ User Properties

e T e T I o ol
» Organization Attributes

« Module Additional Enroliment Information (Custom Fields)

Checkbox Dawe FreaTaxtLabel Numeric

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 Hotal Accommadation
Arrival Date Charge to Personal Training Budget Manager E-mail Preferred Date
Branch Number Comments Nesds Car Preferred Location

« Program Additional Enroliment Information (Custom Fields)

Checkbox Daw FreaTextLabal Numaric

Checkbox2 T2 New Field
+ Program Additional Enroliment Information (System Fields)
Address - City Branch Phone Gender Needs Flight
Address - Swute Cell Phone Is Over 1 Needs 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 Enroliment information (Custom Fields) Training History

2. Learning Program Detail

=

Module Additional Enroliment information (System Fields) Training History

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

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

Additional Enrollment 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 enrollment request email. Therefore, for
both System Default and Customized ones, are made available as e-mail parameters, to allow e-mail
templates to include the additional enroliment information where applicable. The existing System
Default ones are included in the parameter selection list while the Customized ones are dynamically
generated as well.

Customized Additional Enroliment Information attributes will be available in the parameters list with the
prefix "Additional Enrollment Information: ".
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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 v

Subject Enrollment Confirmation

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

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

Thank you for your attention
Additional Enrollment Information: Diet Arrangeme ¥ | Append To Message

Additional Enrollment Information: Diet Arangemes
Select an 3 | Additional Enrollment Information: Number of guests
Assign attt"Roore
Address - City
Remove ass Address - State
Appraisal Right-to-Reply Link
Approver First Name
Approver Full Name
Approver Last Name
Attach La Approvers Remarks
Attach F. Armival Date
Assessment Create Date

Parameters

Below are the System Default Additional Enrollment Information Fields which are now available as
E-mail parameters.

Address - City

Address - State

Arrival Date

Branch Number

Branch Phone

Cell Phone

Charge to personal training budget (Y/N)
Comments

Gender

Is Over 21

. Manager E-mail

Needs Car

. Needs Flight

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

. Preferred Location

cCoNOGOR~LNPE

e e el ol
ODUTAWNP

Additional Enrollment Information at Teach Participants

The Review Participants list via Teach gives an overview of the session being looked at that can assist
with course administration. When looking at the enrollments 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

PUGES 0 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-enrollment 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

Trickle Auto-enroll All Active
Users Over One Month Period

(Recommended)
All Active Users Once per Day

All Active Users Once per
Week

All Active Users Once per

April 2021

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

Process roughly 1/30 of the active users in the next batch daily, wit
h all scanned over a period of one month.

Process all active users daily

Process all active users weekly

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.

@  NetDimensions Talent Suite

Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Auto-Enrol Console
Auto-Enrol Consele  Auto-Envol User Listing  JRENEEST K
User Name Leaming Id Event Started From To
| E ¥ (notspecified =
Search results per page ‘ID|V|

User Name Learning id Session Id Event Time Message

ADMINISTRATOR System (ndadmin) Feb 6, 2014 4:41 PM GST Processing user

ADMINISTRATOR System (ndadmin) b Feb &, 2014 4:41 PM CST Skipped for user: Timestamps indicate no change since last check

ORG1_135F Org1_135G {org1_135) Feb 6, 2014 4:41 PM CST Processing user

ORG1_135F Orgl_135G (org1_135) Onln_CP0O1 ekp0d00000001 Feb 6, 2014 4:41 PM CST Mo finish date for prior record mismatch
= p— [ =

ORG1_135F Orgl_135G forg1_135) OninBasic kp000000007 Feb 6. 2014 4:41 PM CST Enroliment Status for the user in the enrollment target: Successful (Enrolment
successfully completed. )

ORG1_156F Org1_156G {org1_156) Feb 6, 2014 4:40 PM CST Processing user

ORG1_156F Org1_156G (org1_156) Onin_CPO1 kp0DI00000T Fab 6. 2014 4-40 PM CST Enrollment Status for the user in the enroliment target: Successful (Enrolment
succassfully completed. |
Enrolimeant fior the hy Il o ful |

ORG1_156F Org1_156G (org1_156)  OninBasic AlpOOMOIIO0T  Febb. M4 4o PMCET T et Sistus g uaes i e enlment laget; Sucesdoi (Smoment
successfully completed )

ORG1_156F Org1_156G (org1_156) Gt kp00000000 Fob 6. 2014 4-40 P CST Enrollment Status for the user in the enroliment target. Pending Approval

e - - {Enralment approval required, enrolment was not processed )
ORG1_152F Orgl_152G (org1_152) Feb 6, 2014 440 PM CST  Processing user

Showing: 1 - 10 of 32

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 COMMUMNICATE USERS REFPORTS = SYSIEM

System Configuration

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

Select A Category
Enrolled Leaming Modules E]

‘You must save all changes before selecting another category.

Enrolled Leaming Modules

Show Deadline Information 55
Show Revision Information 55
Show Required Information 47
Show Credits Infarmation (] 47
Show % Complete Information 47
Show Total Training Time Information 6.0
I Classroom-based & Online [ Program
T Hide online modules and program sessions without schedule
] Show only top level pragram module (hiding ALL child modules)
Show Module Attribute Information 6.0 @
2.In the Select a category field, select 'General' from the drop down list.
3.Disable the Ignore prerequisites for automatic enrollments property.
I I_ll_ Prven qraes gy l.__-
Ignore prerequisites for automatic enrollments 0O 'Fl @
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