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Learning Management System (“LMS”) -

Administrator Manual

V03112017-1

Disclaimer and Warranty Information
Limits of Liability / Disclaimer of Warranty

The information contained within this manual has been carefully checked and is believed to be accurate,
however, Learnsoft Technology Group (“LTG”) makes no representations or warranties for this manual,
and assumes no responsibility for inaccuracies, errors, or omissions that may be contained within this
manual. In no event shall LTG be liable for any loss of profit including (but not limited to) direct, indirect,
special, incidental, consequential, or other damages resulting from any defect or omission in this manual,
even if previously advised of the possibility of such damages. In the interest of continued product
development, LTG reserves the right to make improvements to this manual and the products it describes
at any time, without notice or obligation.

Introduction

This guide provides information on how to use the Learnsoft Learning Management System’s (LMS)
updated Task-Centric design specifically focusing on functions for the Administrator. The system
has been enhanced to make the Admin experience more intuitive and give you quicker access to
complete the training and educational tasks of your organization.

This guide assumes you have already had experience with the system as a user. If not,
please see the related guides for Standard User, Manager and Instructor. Admin-related
tasks, functions and features will be highlighted in this guide. Also, only the Simple View
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will be detailed. Basics of the Advanced View will be shown, but for more detailed guidance, please
refer to individual sections of the Learnsoft

LMS Wiki Help System found at the following URL: http://lsglm702.learnsoft.com/taskswiki/

OVERVIEW TAB — ADMINISTRATOR VIEW

Upon logging in you will be presented with an “Overview” of your LMS course and assignment data as a
User. To see the Administrator View, click on the Group dropdown box in the upper right hand corner

LEARNSOFT ADVANCED VEW  ViEw
i Overview P o
Overall Dashboard Group
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and select Administrator .

The top section, Overall Dashboard provides key metrics pertaining to Active and Logged in Users. You
will also see metrics showing course counts by type and status, assignments and key information on the
organization’s top courses. By default, the bottom Section, User List, provides an alphabetical listing of
LMS users.

Click on any of the numeric hyperlinks in the Overall Dashboard section to drill down to
specific information, which will be shown in the bottom User List section.
For example, if you click on the “22 Instructors” hyperlink, the bottom User List section

will update to a show only the instructors.
2



http://lsglm702.learnsoft.com/taskswiki/
http://lsglm702.learnsoft.com/taskswiki/
http://lsglm702.learnsoft.com/taskswiki/
http://lsglm702.learnsoft.com/taskswiki/

)o Learnsoft

Overall Dashboard

9 ? 8 1 7 Total Courses

Total Active Users 1,655 Active / 1,999 Inactive

5 AT dli

< Course by Category
1loggedin 1,069 WBT / 583 ILT / 3 Manual
42 Logged Last Month
Classroom Courses Assignments
583 Active / 0 Inactive 4 Active / 5 Owned

E el Employee ID Name

O testuserd testuserd testuserd
OJ testinsa testinsa testinsa

O testinsb testinsb testinsh

J testinsc testinsc testinsc

O testinsd testinsd testinsd
O testinse testinse testinse

] testinsf testinsf testinsf

If you click on a course related metric, for example, the Classroom Courses “ 583 Active” Link, the
bottom section will refresh and change to a Learning Object List, displaying all the courses that
match this metric’s criteria.
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0 | A HT B BT AN

Coms= | & s
Learning Object List Dislaying

1] Course Number Name . Student Count Type Class Count Delete

a3 003536 1B/LDRP SKILLS BLITZ n AView ®
B CO_0005773 2016 ED RN Skils Day o aview X
a5 003634 2016 ERG TEST n aview X
B6 €0_0005751 2016 Heart of the Matter 4] aview =
a7 L0 0005226 2016 Mird MID f AView X

sa mnmnEs ARAE kit b

If you click on Roster related metrics, for example from the Top Courses section, the bottom section will
refresh and show Class Roster information (Session List) for that particular Course. Below we show the
results from clicking on the Top Courses / Z EB SCORM QA / “6 Assigned” Link.

- 19 2"
Classroom Courses Assignments Captivate Project No Test 47 ‘
583 Active / 0 Inactive 4 Active / 5 Owng 26 ‘ 27

32 Assigned §28 Enrolled / 4 Completed

Session List : Captivate Project No Test 47

Q 1D Actions Name Employee ID Course

O 580810 Not Graded () Incomplete () Complete () Skip 3 Cancel | testinsa testinsa testinsa | Captivate
O 580809 Not Graded C Incomplete ) Complete C Skip % Cancel W testinsb testinsb testinsb m Captivate
O 580808 Not Graded C Incomplete ) Complete () Skip 3¢ Cancel | testinsc testinsc testinsc | Captivate
O 580807 Not Graded O Incomplete ) Complete () Skip 3 Cancel W testinsd testinsd testinsd W Captivate
O 580806 Not Graded C Incomplete ) Complete C Skip 3¢ Cancel W testinse testinse testinse | Captivate
O 580805 Not Graded C) Incomplete ©) Complete (C Skip ) Cancel I testinsf testinsf testinsf W Captivate
O 581022 Mot Graded () Incomplete ©) Complete () Skip 3¢ Cancel | testinsg testinsg testinsg m Captivate
O 581023 Not Graded () Incomplete C Complete () Skip 3 Cancel [ testinsh testinsh testinsh W Captivate

Overview Tab- Administrator View - Metrics
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9,817

Total Active Users

£69 Managers
22 Instructors
4 Administrators

Total Active Users — Total number of active users with active primary or secondary
standard user roles within the Admin’s jurisdiction (Region/facility/department where |

am an Admin).
*  Managers — A count of all active users who are also members of the LMS Group
— Manager.
* Instructors - A count of all active users who are also members of the LMS
Group — Instructor.
*  Administrators - A count of all active users who are also members of the LMS
Group — Administrator or Client Super Administrator.

1Lloggedin
42 Logged Last Month

Logged In— Number of currently active users who logged into the system in the past one

hour.
Logged Last Month — Number of currently active users who logged into the system in

the past one month.

Total Courses
1,655 Active / 1,999 Inactive

Total Courses
e Active — Total number of active courses within my jurisdiction (courses whose
instances’ availability falls in the divisions where | am an admin).

* Inactive — Total number of inactive courses within my jurisdiction.

Course by Category
1,069 WBT / 583 ILT / 3 Manual

Course by Category

*  WBT - Total number of active Web based courses within my jurisdiction

e ILT - Total number of active classroom based courses within my jurisdiction.

*  Manual — Total number of active Manual Entry courses within my jurisdiction.

Classroom Courses
583 Active / 0 Inactive

Classroom courses

*  Active — Total number of active classroom based courses within my jurisdiction.

* Inactive — total number of inactive classroom based courses within my
jurisdiction.
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Assignments | agsignments
4 Active / 5 Owned

e Active — Total number of active assignments within my jurisdiction (where
assignment availability has one of my divisions in it).

* Inactive — Total number of active assignments within my jurisdiction (where
assignment availability has one of my divisions in it) that | either created or was
last updated by me.

Top Courses — A listing of enrollment information pertaining to the courses with the
Top Courses greatest enrollment.

SEH TEST SCORM Advanced .
20 Assigned / 19 Enrolled / 1 Completed

Assigned — A count of learners who were assigned the course.

*  Enrolled — A count of learners who were assigned the course and are in the

SEHTESTSCORM EB) enrolled status.
31 Assigned / 19 Enrolled / 12 Completed

* Completed - A count of learners who were assigned the course and are in the

Captivate Project No Test 47 Completed status.
32 Assigned / 28 Enrolled / 4 Completed

Overview — Admin View — Progress Report: Calendar

The Calendar in the top right corner displays the current month. You can quickly view summary
information by rolling your mouse over the specific day.




Overview — Admin View - Calendar Calendar — Rolling over date with blue shading

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 1 2 m

¢ 5 6 7 8 9 10 1] s 6 7 8 9 | skills - Joel 2

12 BV 150 60 Ny P VR PP PP
09:3-0AM
19 20 N 21 N 22‘ 23‘ 24 A 25 19 20 N 21 A 22‘ 23‘ CT skills -SD

A
26 U 27 U 23 N 5 4 26 U 27 U 53 5 45

Clicking on the roll over popup will bring up additional course details for all such courses

*  Click the View Roster button to see the roster in the bottom section.
*  Click the Print Roster button to launch a printable version of the roster report.

e Scroll to see additional courses and click the Back button to return to the Overview section.

i

Eﬁ | Main Report

2017 CP1 TRAINING
{4 Monday, February 27, 2017 - 08:00 AM Class Roster
§ SEHC SETEC - Breakout Room 3

Course Name: 2017 CPI TRAINING

View Roster > Location: SEHC SETEC
Room: Breakout Room 3
S I s ot S Bitie. 13

Experienced Staff NRP CLASS DATE: iﬁ;ﬂ o
£ Monday, February 27, 2017 - 09:30 AM Class Time: shem - hem ]

LEARNSOFT, LSGLM Isgim jpitlemang@leams

@ SEHC Edgewood - Labor & Delivery

|

Print Roster CDC COC. 100213550 Corp IS Administration

e Sl e BN S S jetrsari(2, feshmsaril ptleman@leams
Experienced Staff NRP

[ Monday, February 27, 2017 - 11:30 AM
§ SEHC Edgewood - Labor & Delivery

Session List : 2017 CPI TRAINING it | Actions | o [l

& D Actions Name Employee ID Course g
[2] 580735 Mot Graded O No Show O Complete O Skip ) Cancel | LEARNSOFT LSGLM d Isglm | 2017 CPITRAINING
O 580742 Mot Graded O No Show O Complete O Skip % Cancel | testuserl02 testuser102 | 2017 CPITRAINING

Overview Tab — Administrator View — User List / Learning Object List / Learning Object Instance List
/ Session List

As noted above, depending on metric, the bottom section will displayed detailed User (User List), Course
(Learning Object List) or Roster (Session List) information. You are also able to link through to view
specific classroom information (Learning Object Instance List). See the below sections for details on
how to navigate and perform actions within these sections.
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Overview Tab — Administrator View - User List

The default when selecting the Admin view or when User data is selected, the bottom section will show
the User List. The default will show the Employee ID, Name (Last, First, Middle) and User Name
information of the selected team members (in alphabetical order by Name).

User List | Now | ctions | o EESERIESHS

o Employee 1D Name User Name "

testuserb2 testuserb? testuserb2 testuserb2

testuserk? testuserk? testuserk? testuserk?

testuserc? testuserc? testusenc? testuserc2

TESTUSERAZ TESTUSERA2 TESTUSERAZ TESTUSERAZ

tostusn2 tostuser2 tastuser|2 testusoriz

testuserk. testuserk testuserk testuserk

besting bestie testing bestim]

testingl testing estingi testionl
testuser bestuser] testuser] testuser
testuserd testuserd testuserl testuserd

When hovering the mouse over the Name column, a rollover User Overview will display on the right
side. This will update when changing from user to user.

User List Actions | p
o testmgri01 testmgriol testmgri0l
(m} testuser101 testuser101 testuser101 testuser101 -
e ewem
T > testuser101 testuser101
Hover over a name and summary information for that team e ey, o
testuser101
member will display. i T 573
i;::::enls ;
Certifications 1
Past Due o
Completed 2
) Total Credits 0
Click the Name or the °
Details link of the e e
Summary Information X
to bring up detailed Click Print Trarsgripts to bring
profile info (See Team up a printable version of the
tab section) selected user’s Transcript

The User List data view is configurable. To add desired column data, click on the gear icon. This will
bring up a checkbox of columns that can be displayed in this particular section. Check the desired data
columns and click Apply. The screen will refresh with the additional columns displayed.
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User List x

1]

& L] User ID

[ Active

&1 Division
Last Mame

[ First Mame

] Job Code

[ Job Class

Job Position

[ Delete

| |

| |

¥ e S e |

User List

ﬁ Employee 1D Name User Name Division Job Position
(m} 95850 MecTestface Testy 95850 SEH---CDC-~-Corp IS Administration CDC-100213550 ERF Peopl...
] 95848 Testemployee Taxupdate 95848 SEH---CDC---Corp IS Administration CDC-100213550 ERP Peopl...
] testuser102 testuser102 testuser102 SEH--Levell—Level2
o testmgr101 testmgr101 testmgri0l SEH---Levell--Level2
(] testuser101 testuser101 testuser101 testuser101 SEH---Levell—Level2 Departme. .

Sort by Column, by clicking on Column name (or up / down triangle if available). A single click sorts in
ascending order. A second click sorts in descending order.
| Sort by Name Column in ascending order | Sort by Name Column in descending order
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MName Name

Account Adminl rtestuser?003 testusers 003
Account Admin2 Faza Frank L

Account Admin3 Zank Laura L

Ackerman Melville J Yates Ben

Adelman Patti Wright Micheal

Admin Aps woody Kathy

Filter (search) results by clicking on the magnifying glass tool £ Ion the right to bring up the filter
list.

Use the letters for a quick (First letter of) Name filter.

x
AMlABCDEFGHIJKLMNOPQRSTUYWXY Z Other

Displaying | Active | [Last Name w|| Search Search

Use the in search drop down to select the variable to filter by, enter the keyword search in the Search
free text box and click the Search button. (The screen will refresh, the search bar will close and the updated
results will show in the bottom, User List, section).

Note: You can subsearch within the search results by repeating the above process. If you wish to
perform a new search, make sure you click the Clear text link to refresh to the default list.

0 -
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Al ABCDEFGHIIKLMNOPQRSTU X Y Z Other Enro"team
Displayi Acti Last Na test ear
B [F— :P; members from the
-0~ g U Name wore. | USEF Listinto classes

Employee ID as f0||0WS:

Department Mame
SEH-~Level1--Level2 Facility Name
(Cost Center
SEH-=Level1--Level2 Facility Code Departme...
Region

jiob code

Job Code Description
Job Class

Job Class Description
Job Position

Job Position Description
Employment Type
Specialty Type
(Credential Type

Sub Status
User ID Select AB | Unselect Al | Remove Sele

i ™ User Full Name

SEH--Level1--Level2

1) Filter and Sort to find the desired users.

2) Check the box to the left of the specific user Employee ID(s) / Name(s):

ol Employee ID Name

O 95850 McTestface Testy

O 95848 Testemployee Taxupdate
Wi testuser102 testuser102
] testmgr101 testmgr101
™ testuser101 testuser101 testuser101

Click the Actions button in the top right corner of the User List blue bar to

Browse... | | Update Users | Enroll Users [User Upload

3)

4) Click the Enroll Users button to launch the Select Learning Object / Learning
Object Instance List. Filter, sort and search as needed to find the desired classes.
Then click the Add Learning Object button to enroll the users.

11
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Select Learning Object 1

Learning Object Instance List [ Add Learning object | Bt | o EEECEIEE

] Mame Type Status Start Datetime End Datetime Facility Instructor ~
) 3 ACLS Course 1 4] Scheduled 292017 5:00-00 AM 2/9/2017 7:00:00 AM TBD - TBD SEH Instructor TB...
76021 TEST - Multi-Day Course 4] Scheduled 202472017 500,00 AM 3/30/2017 7:00:00 AM SEHC Grant -... SEH Instructor TB...
(m 76026 Test Course ] Scheduled  2/26/2017 110000 AM  2/26/2017 11:30:00 AM  SEHC Cowingto..  LSGLM LEARNSOFT
] TAO27  Test Course 2 44 Scheduled  2/26/2017 9:30:00 AM  2/24/2017 10:00:00 AM ~ SEMCDataCe..  LSGLM LEARNSOFT
m ] 5 SEH ONLY - Classroom Test o Scheduled  2/10/2017 4:00:00 PM 2/10/2017 5:00:00 PM TBO - TBD LSGLM LEARNSOFT
= & 2017 16/LDRP SKILLS BLITZ 4] Scheduled  8/24/2017 7:45:00 AM 6/24/2017 11:00:00 AM  SEHC Sim - 1. SEH Instructor TB...
(m) 7 2017 16/LDRP SKILLS BLITZ L1} Scheduled 82472017 11:45:00 AM  8/24/2017 3:00:00 PM SEHC Sim - 5l... SEH Instructor TB...
H) 8 2017 16/LDRP SKILLS BLITZ 4] Scheduled 91172017 11:45:00 AM  9/11/2017 3:00:00 PM SEHC Sim - 51... SEH Instructor TB...
? 2017 18/LDRP SKILLS BLITZ 4] Scheduled  9/11/2017 3:15.00 PM 9/11/2017 &:30:00 PM SEHC Sbm - 5. SEH Instructor TB...
| 10 2017 18/LDRP SKILLS BLITZ ] Scheduled  9/28/2017 7:45.00 AM 9/28/2017 11:00:00 AM  SEHC Sim - 5l... SEH Instructor TB... v
700 Learning Obiect Instance (2 Selected) - Page 1 Of 70 Solect Al | Unselect All| Remove Setected | Remove Unselected

The screen will refresh, the Select Learning Object / Learning Object Instance List will close
and a confirmation will appear at the top left of the screen indicating if enroliments were
successful (and if not, why).

.l‘esruser‘lm testuser101 has been successfully enrolled. {2017 1B/LDRP SKILLS BLITZ)

miestuser102 testuser102 has been successfully enrolled. (2017 1B/LDRP SKILLS BLITZ)

mtestuser10l testuser101, Enrollment Error : There is the date conflict between the sessions(2/9/2017 2/%/2017). {ACLS Course 1)
mtestuser102 testuser102 has been successfully enrolled. (ACLS Course 1)

e 1 Search Aralytics | Leaming Object §
Progress Report
Overall Dashboard Top Courses
Total Courses 2017 CPI TRAINING
] 543 Active / LIV Inactive o
ol A oatlsars 1 Assigned /1 Enrolled / 0 Complated AR -
A5 Managers *
2 Administratars Course by Category  Captivate Project No Test 47 5 5] i g 2 0 1
7WEBT / 536 ILT / 0 Manual
{Loggedin " 2 ssigned /1 Envolled /1 Completed 2 13 1 15 16 17 18
B Logged Last Month
23| 24 | &
Claseroom Courses Ascsignments  ZEBSCORM QA
536 Active / 31 Inactive 2 Active / 2 Owned
& Asvigned / 2 Enrolled / 4 Completed
= Mew | Actions | o

12
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Overview Tab — Administrator View — Learning Object List

The Learning Object List displays a listing of Courses.

Learning Object List Displaying [ New | actions | » Gl

ID Course Number Name Student Count Type Class Count Delete A
83 003636 1B/LDRP SKILLS BLITZ L] BView x

84 CO_0005773 2016 ED RN Skills Day £} BView ®

85 003694 2016 EKG TEST £} AView x

86 CO_0005751 2016 Heart of the Matter [ aView ®

a7 CO_0005226 2016 Mini MID £} EView x

a8 CO_0005217 2016 Nursing MID .} &View x

7 3636 2017 1B/LDRP SKILLS BLITZ 2 g_ EView(12)

8 3865 2017 Acute Care CNA Skills Day L} & View(14)

1] 3852 2017 Acute Care Skills Day Q_ SView(13)

10 3852 2017 Acute Care Skills- TTTrainer ] AView(1) v
543 Learning Objects (0 Selected) - Page 1 Of 34 Select All | Unselect All | Remove Selected | Remove Unselected

There are a number of options to help find the specific course you wish to view:

Default Listing of courses can be changed by selecting a metric in the top section or by using the
Displaying dropdown.

Displaying

Classroom Active
Classroom Inactive
Online Active

Online Inactive
Manual

Historical

My Courses(Instructor)

Sort the Learning Object List by Column by clicking on the associated Column Header. A single click
sorts in ascending order; a second click sorts in descending order.

: -
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Sort by Course Name - Ascending Sort by Course Name - Descending
Learning Object List Learning Object List
£ 0 Couirse Number R £3 1D Course Number Narme
14592 Course for Instructor Evaluation 14596 Test Presh Course
14593 Course with Evaluation and Comments 14588 3aalll Test July 30 1333
14550 Defensive Driving 14587 3aalll Test July 30 121
13672 General Orientation 13672 General Orientation
14587 aaalll Test July 30 121 14550 Defensive Driving

Search

. | e I
Filter (sort) the list by clicking on the Filter (magnifying glass icon) . Use the letters to filter by first

letter of course name. Use the drop down box to selector filter option. enter search text and click
x

AMIABCDEFGHIJKLMNOPQRSTUYWXY Z Other

|Leaming Object Name v” Search H Search ‘

[Learning Object Name

‘Course Number
CourselD
Description
Credit Hours
Credit Units
Credit Others
Duration in hours
‘Wht Url

WBT Type
Category
Created By

to

narrow results.

The Learning Object List will refresh with the listing narrowed by the selected criteria.

Note: You can subsearch within the search results by repeating the above process. If you wish to

perform a new search, make sure you click the Clear text link to refresh to the default list After finding

the desired course, there are a number of options:

14
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Learning Object List Displaying
ﬁ ] Course Number Name Student Count Type

Class Count Delete

L+3 SView(d)

b\

13672 / General Orientation 278

Click in the row of the cgurse to view Learning
Object (Course) Details

Click the View link in the Class Count
column to view the Learning Object
Instance List which displays the
specific classes associated with the
selected course (see next section)

LEARNING OBJECT : 2017 1B/LDRP SKILLS BLITZ

Overview

Learning Object:*  Classroom Instruction Course Active: V]
MName:* 2017 1B/LDRP SKILLS BLITZ
Description:
Course Number: 3636
Grading:* Not a graded course Show List View
(JCatalog
Passing Score:
Credit Units: Catalog Tree:*

Credit Hours:

Depending on your permissions, you may have access to view, edit or create Learning objects. Scroll to

view the various sections. To exit and return to the Learning Object List,
recently made changes to key information, click Audit Trail. To edit and
Edit. Ater making changes make sure to click the Save button (available
updates.

Overview Tab — Administrator View — Learning Object Instance List

click Exit. To review a listing of
update the information, click
in edit mode) to retain your

When clicking on the Learning Object List - Class Count Column - View link for the desired course, the

screen will refresh and the Learning Object List will be replaced with the

Learning Object Instance List

which will display a listing of all class instances associated with the selected Learning Object (course).
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Learning Object List Displaying [ New | H ﬂ

Q o] Course Number Name Student Count Type Class Count Delete
14592 Course for Instructor Evaluation 4 ﬂ AView(1]
14593 Course with Evaluation and Comments 2 o EView(l)
14550 Defensive Driving 5 L] BView(12}
134672 General Orientation 78 ﬂ_ EView(3]
14587 a3alll Test July 30 121 L EView(1)
14588 aaalll Test July 30 1333 g EView(1)
14594 Test Presb Course [} @iew(l)

Clicking on the Class Count Column
View link will bring up a listing of the
associated instances. Click the Exit
button to return to the LO List)

Learning Object Instance List [ ew | £t | = | » PRSP

ﬁ o] Start Datetime End Datetime Facility Students Roster Instructor Type Status Y
29233 12/31/209% 12:30:00 AM 12/31/2099 2:15:00 AM Center for the Arts - Center for the Arts % Add(5/0) % viewis) it Glorglo Campo... o Scheduled
29214 9/7/2017 8:30:00 AM 9/7/2017 11:30:00 AM Health & Human Services - Human Serv... LAG(1/0) Shaunte Penn L] Scheduled
29213 8/31/2017 8:30:00 AM 8/31/2017 11:30:00 AM Health & Human Services - Human Serv... Add(2/0) Shaunte Penn g Scheduled
29212 8/24/2017 8:30:00 AM 8/24/2017 11:30:00 AM Health & Human Services - Human Serv.. 5 Add(D/0} LView Shaunte Penn i Scheduled
29211 8/17/2017 8:30:00 AM 8/17/2017 11:30:00 AM Health & Human Services - Human Serv... 4, Add(0/0} L View Shaunte Penn q Scheduled
29210 8/10/2017 :30:00 AM 8/10/2017 11:30:00 AM Health & Human Services - Human Serv... ‘s Add(D/0] LView Shaunte Penn i Scheduled
29209 8/3/2017 8:30:00 AM 8/3/2017 11:30:00 AM Health & Human Services - Human Serv... % Adel(0/0} UView Shaunte Penn 9‘ Scheduled
29208 7/27/2017 B:30:00 AM 7/27/2017 11:30:00 AM Health & Human Services - Human Serv... Add(1/0} Shaunte Penn Q Scheduled
29207 7/20/2017 B:30:00 AM 7/20/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(0/0] WView Shaunte Penn 9‘ Scheduled
29206 7/13/2017 8:30:00 AM 7/13/2017 11:30:00 AM Health & Human Services - Human Serv... S Add(0/0} LUView Shaunte Penn Li Scheduled
29205 7/6/2017 8:30-00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv... LAdd(1/0} Shaunte Penn g Scheduled
29204 6/29/2017 8:30:00 AM 6/29/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(D/0} HWiew Shaunte Penn [ Scheduled

There are a number of options to help find the specific instance you wish to view:

Sort the instance list by Column by clicking on the associated Column Header. A single click sorts in
ascending order; a second click sorts in descending order.

16
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Sort by Start Datetime - Ascending Sort by Start Datetime - Descending
Learning Object Instance . .
Learning Object Instance

£ 1D Start Datetime

£ D Start Datetime
29174 12/1/2016 8:30:00 AM

29233 12/31/2099 12:30:00 AM
Zinte T2 N 29214 947/ 2017 8:30:00 AM
Sk 12/3/2016 8:30:00 AM 29213 8/31/2017 8:30:00 AM
29175 12/8/2014 B:30:-00 AM 29212 B/24/2017 8:30:00 AM
28923 12/8/2016 F:00:00 AM 29211 8/17/2017 8:30:00 AM
27409 12/9,/2014 9-00-00 AM 29210 B8/10/2017 8:30:00 AM

il

filter option, enter search text and click search to narrow results.

Filter the list by clicking on the Filter (magnifying glass icon) . Use the drop down box to selector

x
Al ABECDEFGHIJKLMNOPQRSTUVY W XY Z Other

Search Search
acility
AM SEHC Sim - Sim Ski Start Date Greater Than # View(2) Prnt  SEH Instructor... g
™ SEHC Sim - Sim Ski :ESST[;T_:E EEE' Than g View SEH Instructor...
™M SEHC Sim - Sim Ski| 2tatus BView SEH Instructar... .

The Learning Object List will refresh with the listing narrowed by the selected criteria.

Note: You can subsearch within the search results by repeating the above process. If you wish to
perform a new search, make sure you click the Clear text link to refresh to the default list Learning
Object Instance — Details (See Learning Object Section).

Depending on your permissions, you may have access to view, edit or create LOI details. Scroll to view
the various sections.

To exit and return to the Learning Object List of course, click Exit.

To review a listing of recently made changes to key information, click Audit Tral

17




)o Learnsoft

29205 7/6/2017 8:30:00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv...

/

2 Add(1/0) 3 View{1) Print  Shaunte Penn o Scheduled

Click the Add link to add
users to the course instance

Click in the row of the instance to
view instance details

Click the View link to view the Roster
(Session List) / Click Print Roster to
create a printable Roster Report.

To edit and update the information, click Edit. Ater making changes make sure to click the Save button

(available in edit mode) to retain your updates.

LEARNING OBJECT INSTANCE : GEMERAL ORIENTATION

Attributes Seactors

Learning Object Instance Dates Header
LO Dates® |12/28/2016
Time Zone:™  |Pacific Time v

Available Dates
Added Start Date

v 12/23/2016 %:00 AM

Dates Options

Recurring

Start Time:"
End Time:*
EndDate
12/23/2016 1:30 PM
End Date Time:

Start Date Time: ‘

Farmat, MMCD7 TV HAM AN or P
Learning Object Instance Details

Room:*  Innovation - Central - Magnet Central

Max Students:* 500 ]

Min Students:

Sign In/Out:

Cut Off: Cut OH Hows I:|

18

Manual Availability:
Advertisement Only:
Featured:

Prevent Transcript Launch:

Allow Reprint Certificate:

53 X B3

Resources

|9 00 AM [
1:30 PM ﬂ

Time Zone

PST

Format: MMDO/VVVY HH:MM AM Gr P
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PRINT REPORT - Class Roster

Roster
W View(1) Print Click the Print text link in the Roster Column to launch
the Printable Class Roster report. Click the Printicon
= = " to print to .pdf file whichcan be'sent to'the printer and
B= kst brought to class for attendance.

Class Roster

Course Name: JG Test March 10 2017 -2

Location: SEHC Sim

Room: Sim Skills Lab

Total Student Count: 1

CLASS DATE: 91T

Class Time: 11:45am  — 300 pm

LEARNSOFT, LSGLM Isgim joitleman@leam:

CDC CDC, 100213550 Corp IS Administration
Overview Tab — Administrator View - Session
List

When selecting Top Courses related information from the Overall Dashboard, the bottom section will
show the Class Roster (Session List). You can also access the Session List by selecting the View textlink
in the Roster column of the Learning Object Instance List. The Session List shows data related to user
enrollment in specific course instances.
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Classroom Courses Assignments Z EBSCORM QA . .
27 28

536 Active / 31 Inactive 2 Active / 2 Owned . 26
6 Assigned / 2 Enrolled / 4 Completed

Session List : Z EB SCORM QA  Exit | Actions | o I
-u- 1D Actions Name Employee ID Course ’,
] 7 ® Passed O Failed O Incomplete O Complete O Skip 3¢ Cancel W SEH Instructor TBA SEH Instructor TBA testinstseh B ZEB SCORM QA
O 6 ® passed _ Failed C Incomplete ) Complete () Skip 3¢ Cancel W testmgrl01 testmgr101 W ZEBSCORM QA
[ 8 ® Passed () Failed ' Incomplete ® Complete ) Skip LEARNSOFT LSGLM d Isglm ZEB SCORM QA
O 1 @® Passed O Failed O Incomplete ® Complete O Skip LEARNSOFT LSGLM d Isglm ZEB SCORM QA
O 3 ® Passed ( Failed ' Incomplete ® Complete () Skip testuser101 testuser101 testuser101 ZEB SCORM QA
E 5 ® Passed O Failed O Incomplete ® Complete O Skip testuser102 testuser102 ZEB SCORM QA

To view detailed session information, simply click within the row.
LEARNING OBJECT SESSION AUDIT TRAIL

= Student Info

Name: LEARNSOFT LSGLM d UseriD: 1
Phone: Department:  St. Elizabeth
Current Status: COMPLETE Email: jgittleman@leamnsoft.com
= Authorizer Info
Authorizer Name: Email:
Phone: Fax:
~— Session Info
Course Name:  Z EB SCORM QA Start Date Time:
End Date Time:
Description:
Instructor(s):"
Duration:
Vendor: Direction:*

Locations® ADDRESS : On-Line

1/18/2017 12:46 PM (Completed, LEARNSOFT LSGLM d}
1/18/2017 12:16 PM (Enrolled, LEARNSOFT LSGLM d)

The Session List data view is configurable. To add desired column data, click on the gear icon. This will
bring up a checkbox of columns that can be displayed in this particular section. Check the desired data
columns and click Apply. The screen will refresh with the additional columns displayed.

20
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Session Lis ELA

[ Active
[] Department

Session List : Z EB SCORM QA

Bzl

D Employee ID Type
d Actions Name ey Course /s Enroll Date Status N
(O] ) Failed O 5] O SEH Instructor TBA SEH Z EB SCORM :12:
O 7 ®) Passed () Failed U Incomplete () Complete [ ] NATCROL: testinstseh ] 7B ALl PR Enroll
Skip 3¢ Cancel Instructor TBA QA PM
O Failed O (] (@] Z EB SCORM 112
O 6 ® Passed ( Failed ) Incomplete () Complete  testmgri01 testmgr101 ] 2 1/18/2017 12:12:46 Enroll
Skip 3¢ Cancel QA PM
N . Z EB SCORM 1/18/2017 12:16:21
O 8  @Passed U Failed U Incomplete ® Complete ) Skip  LEARNSOFT LSGLM d Isglm an S I Complete
N . . Z EB SCORM 1/18/2017 6:09:25
0O 11 ®Passed O Failed C Incomplete ® Complete (' Skip LEARNSOFT LSGLM d Isgim QA B om Complete
= =2 = = =2 Z EB SCORM 1/18/2017 11:30:21
O 3 @® Passed O Failed O Incomplete ® Complete () Skip  testuser101 testuser101 testuser101 QA B A’l‘vl x Complete
o : o = s Z EB SCORM 1/18/2017 11:43:41
O 5 ® Passed U Failed C Incomplete ® Complete () Skip  testuser102 testuser102 an B AM Complete
v

Sort by Column, by clicking on Column name (or up / down triangle if available). A single click sorts in
ascending order. A second click sorts in descending order.
| Sort by Name Column in ascending order | Sort by Name Column in descending order

n -
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Course Course

n W Weapons of Mass Destruction - Chemical

n W Weapons of Mass Destruction - Chemical

™ W Weapons of Mass Destruetion - Chernical

n W Weapons of Mass Destruction - Chemical

W =00g inservice Sept W UPDATED 2016 FSRMC RN 9N Transitional Care Unit Annual Competency
W =200g inservice Sept W UPDATED 2016 FSRMC RN gN Transitional Care Unit Annual Competency
W Access 2010 Introduction M Tuberculin Skin Test

B ACLS - Provider - 12 contact hours BRIV W Tuberculin Skin Test

W Adult Patient W Tuberculin Skin Test

B Adult Patient B Tuberculin Skin Test

W Adult Patient W Tuberculin Skin Test

W Adult Patient W Tuberculin Skin Test

AN e Bl TTabi e —m1 e m .

Filter (search) results by clicking on the magnifying glass tool | ' |on the right to bring up the filter list.

Use the letters for a quick Course filter. Use the in search drop down to select the variable to filter by
(Attendee Last Name, Employee ID), enter the keyword search in the Search free text box and click the

Search button.

3
Al ABCDEFGHIJKLMNOP Uv WXY Z Other
b
Attendee Last Name Search Search
—— Employee I0
T rmn o~c~Aanka A d e s A P

The Session List will refresh with the listing narrowed by the selected criteria.

Note: You can subsearch within the search results by repeating the above process. If you wish to
perform a new search, make sure you click the Clear text link to refresh to the default list

For Additional Roster Functions including updating user status, see the Learning Objects Section.

Team Tab

: -
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The Team tab provides the Admin with access to User List information in full screen format. It also
allows the Admin to drill down into Users, Enrollment and Competencies / Skills (if enabled).

) —
L overview L Profile ) Search Analytics = Learning Object ‘ “8% Team § Reports () Help
Users Enroliment Competencies/Skills
User List New [ Actins ] o
-ﬁn Employee ID Name User Name ~
O 95850 McTestface Testy 95850
O 95848 Testemployee Taxupdate 95848
O testuser102 testuser102 testuser102
O testmgri0l testmgriOl testmgr101
[} testuser101 testuser101 testuser101 testuser101

When hovering the mouse over the Name column, a rollover User Overview will display on the right
side. This will update when changing from user to user.

User List | New | Actions | o
] testmgr101 testmgriol testmgri01 -
o testuser101 testuser101 testuser101 testuser101
= o
—
testuser101 testuser101

Department Director-Operations
Level2
testuser101

Hover over a name and summary information for that team
member will display. T R SR %

Assignments
Cenifieations
Past Due
Completed
Total Credits

Click the Name or the

DEtaiIS ||nk Of the / Details Print Transcripts

Summary Information X

coewmo~oa

to bring up detailed Click Print Tr;\scripts to

profile info (See Team bring up a printable version

tab section) of the selected user’s
Transcript

23
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Team — Navigation

The User List data view is configurable. To add desired column data, click on the gear icon. This will
bring up a checkbox of columns that can be displayed in this particular section. Check the desired data
columns and click Apply. The screen will refresh with the additional columns displayed.

User List \ER rL
d O Al

[ User ID

[ Active

&1 Division
Last Mame

[ First Mame

[ Job Code

[ Job Class

Job Position

[ Delete

ﬁ\,[

e T e |

User List

ﬁ Employee 1D MName User Name Division Job Position
O 95850 McTesttace Testy 25850 SEH---CDC---Corp IS Administration CDC-100213550 ERP Peapl...
m] 95848 Testemployee Taxupdate. 95848 SEM---CDC---Corp IS Administration CDC-100213550 ERP Peopl...
[m] testuserl02 testuserl02 testuser102 SEH---Levell--Level2
[m] testmgriol testmgri0ol testmgri0l SEH-—-Levell—-Level2
m] testuser101 testuserl01 testuserl0l testuser101 SEH-—-Levell--Level2 Departme...

Sort by Column, by clicking on Column name (or up / down triangle if available). A single click sorts in
ascending order. A second click sorts in descending order.
| Sort by Name Column in ascending order | Sort by Name Column in descending order
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MName Name

Account Adminl rtestuser?003 testusers 003
Account Admin2 Faza Frank L

Account Admin3 Zank Laura L

Ackerman Melville J Yates Ben

Adelman Patti Wright Micheal

Admin Aps woody Kathy

Filter (search) results by clicking on the magnifying glass tool 5 Ion the right to bring up the filter
list.

Use the letters for a quick (First letter of) Name filter.

x
AlABCDEFGHIJKLMNOPQRSTUYWXY Z Other

Displaying |Active v| |Last Name v” Search || Search |

Use the in search drop down to select the variable to filter by, enter the keyword search in the Search
free text box and click search.

=
AMlABCDEFGHIIKLMNOPQRSTUYWXY Z Other

Displaying |Active W test - Clear
mm_,.,. First Name | |
i " User Full Name ik
g .. |User Name
SEH-=-CDC---Corp IS Adminis| Email ERP Peopl...
SEH-=Level1--Level2 Employee ID
Department Name
SEH-~Level1-~-Level2 Facility Name
(Cost Center
SEH-—Level1—-Level2 Facility Code Departme...
Region
ljob code

Job Code Description
Job Class

Job Class Description
Job Position

Job Position Description
Employment Type
Specialty Type
(Credential Type

Sub Status
User ID Select AN | Unselect Al | Remove Sele

The User List will refresh with the listing narrowed by the selected criteria.

Note: You can subsearch within the search results by repeating the above process. If you
wish to perform a new search, make sure you click the Clear text link to refresh to the
default list

25
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Enroll team members from the User List into courses as follows:

1) Filter and Sort to find the desired users.

2) Check the box to the left of the specific user Employee ID(s) / Name(s):

f o Employee ID Name

O 95850 MecTestface Testy

O 95848 Testemployee Taxupdate
W testuser102 testuser102
O testmgri01 testmgri0l
i testuser101 testuser101 testuser101

3) Click the Actions button in the top right corner of the User List blue bar —— * to Launch
the Actions popup.
®
Browse... | | Update Users | Enroll Users [Vser Upload

4) Click the Enroll Users button to launch the Select Learning Object / Learning Object Instance
List.

Select Learning Object

Learning Object Instance List 2 Brwvins | b

] Mame Type Status Start Datetime End Datetime Facility Instructor ~
) 3 ACLS Course 1 4] Scheduled 292017 5:00-00 AM 2/9/2017 7:00:00 AM TBD - TBD SEH Instructor TB...
78021 TEST - Multi-Day Course 4] Scheduled 202472017 500,00 AM /3042017 7:00:00 AM SEHC Grant -... SEH Instructor TB...
76026 Test Course ] Scheduled  2/26/2017 110000 AM  2/26/2017 11:30:00 AM  SEHC Cowingto..  LSGLM LEARNSOFT
0 TROIT  Test Course 2 € Scheduled  2/26/2017 9:30:00 AM  2/24/2017 10:00:00 AM  SEMCDataCe..  LSGLM LEARNSOFT
O 5 SEH OMLY - Classroom Test n Scheduled  2/10/2017 4:00:00 PM 2/10/2017 5:00:00 PM TBD - TBD LSGLM LEARNSOFT
= & 2017 1B/LDRP SKILLS BLITZ 4] Scheduled  8/24/2017 7:45:00 AM 8/24/2017 11:00:00 AM  SEHC Sbm - 51, SEH Instructor TB...
m 7 2017 1B/LDRP SKILLS BLITZ L1} Scheduled  8/24/2017 11:45:00 AM  8/24/2017 3:00:00 PM SEHC Sim - 5l... SEH Instructor TB...
H) 8 2017 1B/LDRP SKILLS BLITZ 4] Scheduled 91172017 11:45:00 AM  9/11/2017 3:00:00 PM SEHC Sim - 51... SEH Instructor TB...
? 2017 1B/LDRP SKILLS BLITZ 4] Scheduled  9/11/2017 3:15.00 PM 9/11/2017 6:30:00 PM SEHC Sbm - 5. SEH Instructor TB...
10 2017 1B/LDRP SKILLS BLITZ ] Scheduled  9/28/2017 7:45.00 AM 9/28/2017 11:00:00 AM  SEHC Sim - 5l... SEH Instructor TB... v
700 Learning Obiect Instance (2 Selected) - Paze 1 0f 70 Select A | Unrsedect Al | Rermove Setected | Remove Unselected

ze -
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5) Within this list use the sort and search features to find the desired learning objects.

AIABCDEFGHIJKLMNOPQRSTUVW XY Z Other

Displaying | Classroom | [Learning Object Mame || Search Search

6) Select by clicking on the checkbox to the left of the row of those classes you wish to enroll the
selected users in and click the Add Learning Object button to complete the enrollment.

I Add Learning Object I 1

The screen will refresh, the Select Learning Object / Learning Object Instance List will close and a
confirmation will appear at the top left of the screen indicating if enroliments were successful (and if
not, why).

.testuserlol testuser101 has been successfully enrolled. (2017 1B/LDRP SKILLS BLITZ)

.testuserlOZ testuser102 has been successfully enrolled. (2017 1B/LDRP SKILLS BLITZ)

mtestuser101 testuser101, Enrollment Error : There is the date conflict between the sessions(2/9/2017 2/9/2017). (ACLS Course 1)
mtestuser102 testuser102 has been successfully enrolled. {ACLS Course 1)

" A\ overview | % Profile () search | Jjl Analytics Leaming Object  £85 Team  [I5 Reports () Help

Progress Report Group

Overall Dashboard Top Courses n- February 2017 --
; Total Courses 2017 CPI TRAINING
543 Active / 1,991 Inactive < Sun Mon Tue Wed Thu Fri Sat
Total Active Users 1 Assigned / 1 Enrolled /0 Completed : 5 ) .
658 Managers
2
2 Administrators Course by Category  Captivate Project No Test 47 5 6 T 8 9 |10 1
7 WBT /536 ILT / 0 Manual <
1Loggedin 2 Assigned / 1 Enrolled / 1 Completed 12 13 14 15 16 17 18
8 Logged Last Month
19 20 | 21 | 22 | 23 | 24 | 25
Classroom Courses Assignments ZEBSCORM QA
536 Active / 31 Inactive 2 Active / 2 Owned 2 2?‘ 28‘

6 Assigned / 2 Enrolled / 4 Completed

= New | Actions | ©

27




)o Learnsoft

Team Tab — Team Member Profile (User Details)

Clicking on the Name of a team member in the User List or clicking on the Details link from the team
member’s Overview, will bring up the team member’s Profile info (aka USER DETAILS). Different section

tabs at top allow you to quickly access the team member information relevant to your search. Simply
click to access that information.

Overview Grolps Envalnents Resignments Certfications Evalustons Competancy Succession Development Defals

Team — Team Member Profile — Overview Tab
By default the Overview tab displaying basic HR and User Information will display.

User DETAILS : ADMING ACCOUNT = LEARNSOFT ID - 1368662

Pams Taanscer [l Ever [l Avom Tran [ Bxr

Country:  United States Of America

Language:  English (US) ‘Change Password

Hire Date® 37312018

Badpe IO Promation Date:
Employrent Type:*  Emplayes Termination Date:
Position: Rehired Date:
Divislon®  Ensly Intesyentics Program Salary Grade:
Supervisor Level: Leachirihip Assoeseend Levol:
Specialty Type: School
Credential Type: COL Clansification
Sub Status: COA Expiration Date:

Team — Team Member Profile — Buttons

Buttons in the upper right hand corner, will allow you to perform the following functions:

28
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PRINT TRAMNSCRIPT ALUDIT TRAIL EXIT

Provides a transcript report in a Allows you to Provides a listing of Exits the profile

separate window. This can be edit / fill-in changes made to the and returns to the

printed. information (where | profile and lists those | Team tab.
allowed) making the changes.

Team — Team Member Profile — Groups Tab

The Groups tab provides a listing of the LMS-specific groups which a team member is or has been a
member. It also indicates which Division to which the role is associated. The Active column indicates if
the association is still active and the Primary Position column will indicate which is their primary role

USER DETAILS : ADMINS ACCOUNT - LEARNSOFT 1D - 1368662 €0 |
Avablable Groups

Croup Maest Privary Dmiskon Diviion Privury Jobioition Pestion Becuriba At
Standard User Yes M3 MeduRx Plaza---Larly Intervention Program A-JCOOPER-O0100784 Yes Yes
Administrator No Leasming Center Ho Yes Yes

Client Seguer Aderirintrate No Lnaming Conter Na Yeu Wes
Marager Na Leaming Center L s Yes
Indsructon L) Leaming Center e Yes Yes

Team — Team Member Profile — Enrollments Tab

The Enrollments tab provides a listing of all the courses which the team member has been enrolled in. It
allows the Admin to search user learning records to ensure they have completed required courses. The
columns list the Learning Object (course name), Enrollment Status, Completion Date (if completed),
course Type, shows how the user was enrolled (Assighment) and provides any course Attachments. For
classes that the Admin enrolled the user, which have not been completed, there is an Action column,
which allows the Admin to Cancel the enrollment.
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Jra—

Avallable Learning Object Sesslans

cuiltural tomeeteney mewbuild module?

General Orientation

Contorfine Waikilist Deme Counsa.

Harvard MM - Masaging Upward

Ebsla Asanced Traising

USER DETAILS : ADMINI ACCOUNT - LEARNSOFT ID - 1368662

A subset of
course data is
shown by default.
Click the Show
More Learning
Object Sessions
link to expand
the page and
show all the
Learning Object
Sessions.

Sort by clicking on the blue, sortable column headings. A single click sorts in ascending order; a second

30

St Curet Dites
Ervulied

Compieted  131/2014
Cancelied

By Admin

Admind

Sand)

Errulicd

Erenled

Classroom .
i
Course -

Clanaroom,
3172014

Inviractiry o

Course s

OneLine

Trabsing

Course

Classroom

FUI82016
Insraction <0
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click sorts in descending order.

USER DETAILS : ACCOUNT ADMING - LEARNSOFT ID - 1368662

e i T Prr— et st Po—— [r— w— [ S—_— Ovise

Avallable Learning Object Sessions.

- e T swiom S ot At Actor
Caneliod
Clasaraom
LIy oy Ak, o5 3142010
" Ram o tAdmint a0 00 Al
Sand) toares
Clamrsom
Gomral Oxtemtation Completed IV Istrson iinesdd
Onlins S
cullural competincy newlnibd modslel Ennfiod Trairing o
Caurse Mt
OnLine
Harvard M1 - Managing Uneard Trroted Trabring Enrafied
- (Margrr]
Enrofied
[ - Frird strson o 16 Wagudiy
. DueA12/2018]
Clastroaen
411572016 Enobiod
Gameral Extermation o
- 500 AM Masager)
o
Test - WG o Trainirg; ikeas ]
ol Masager
Ondise
CRE Exam B Envabed Training Erenled y
Ay Marager
Onrline E
. hroed, e 3 et
Capthvase Project o Test trmbed Training v e
OnLine
Enmokcs
ZTest Course tnroed Tralring e Saers 3 o
Chastreeom
5372018 Enmbiod
Casarse o Inseructar Evabeation tnrobed Instrucsan,
'k 36 ALK hmoger)

Cancel any not completed courses which you, as the Admin, enrolled the user by clicking the XCancel
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USER DETAILS : ACCOUNT ADMING - LEARNSOFT ID - 1368662 PRINT TRANSCRIPT Exir

Available Learning Object Session
[m———

statn swiDew oo Medpeent  Amachment  fctioma
Cancallad

By Auleriny
IAdemind
Sand)

" 303172016
00 A

Cimnterne Wsitist Demsa Conrue
General Orientation Compicted 3/31/2016
cubtural compesency newbuld madule2 Enolied
Harvard MM - Managing Uprwarnd Ermolicd
Enela Advanced Training Envolied

Ganeral Orlentation Erealed

Tett - MG Ermlied

CRE Exam B Ervolod Cincal ] Sekest 3¢ Carnel
e Eneilicd !
Capehvate Preject No Test & Envoled Training -
fizaam, Manager]
On-Line
Ereolted. z
2 Test Counse Envoled E:‘h:;' I " “eiort 3 Carce

Courun b bostoucten Euabsation [ Itnacsnd 2 oL
ChanBong 30 A

text
link and pressing OK in the confirmation popup.

Team — Team Member Profile — Assignments Tab
Click the Assignments tab to see a listing of all the team member’s assignments, the associated courses

(Learning Object), their due dates and completion Status and Date Completed (if completed). Expand
and sort as outlined in the Enrollments section.

Available Assignment Sestlons
hiam i Diwtn Comglcte

Loarsing Cifect sastun i
Anessal Mandatory Asiganent 1 Aunrusal Mandatory Fueation Coese 1 Complotd 1312018 1312008 Ver

Anneasl Mand slery Auignement 7 Annissl Mandstory Fducation Cocrue 3 Erwedied TAI0NE Ma

Team — Team Member Profile — Certifications Tab

Click the Certifications tab to see a listing of all the team member’s Certifications. Note, these are
LMSbased certifications, which may differ from external certifications or licenses (if the latter info is passed
from the HRIS system, it can be seen in the Current Licenses subsection of the Details tab, below).
The

Certification Name, associated courses (Learning Object), completion Status and
Expiration (on) Date are shown in column format. Expand and sort as outlined in the
Enrollments section.
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Available Certifications
Corficaiban Hame Rrwaie Gty Creddit Mo Crwif Ui, Liirnieg Cofon Enviers i O Cusrdete
ighweay Drivieg L Highweay Driving et Tt Yeu

Team — Team Member Profile — Evaluations, Competency, Successions & Development Tabs

The Evaluations, Competency, Succession and Development Tabs refer to information that is part of the
Talent Management Suite (TMS), a separate set of modules that integrate with the LMS. If your
organization has purchased TMS modules, please see associated documentation for these sections.

Team — Team Member Profile — Details Tab

The details tab provides a single page, scrollable version of all the other tabs. Simply scroll up or down
to access the desired section.

benaas mimmasas

ralubie Lesrwag Canct Seuisn e g Ok S,

Learning Object Tab
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The Learning Object tab gives the Administrator full screen access to courses, instances and associated
class rosters

Learning Object List Displaying [ New | Actions | o RIS

ID Course Number Name Student Count Type Class Count Delete ~
83 003636 1B/LDRP SKILLS BLITZ g EView x

a4 CO_0005773 2016 ED RN Skills Day Q_ aView b4

85 003694 2016 EKG TEST ) BView »

86 CO_0005751 2016 Heart of the Matter g aView x

87 C0_0005226 2016 Mini MID o BView »

88 C€0_0005217 2016 Nursing MID ] SView X

7 3636 2017 1B/LDRP SKILLS BLITZ 2. g 2View(12)

8 3865 2017 Acute Care CNA Skills Day L3 BView(14)

9 3852 2017 Acute Care Skills Day Q_ View(13)

10 3852 2017 Acute Care Skills- TTTrainer Q_ BView(1) v
536 Learning Objects (0 Selected) - Page 1 Of 34 S_nlc(lAH | Unselect All | Remove Selected | Remove Unselected

Create a new Learning Object (course) by clicking the New button E . This will launch a blank
Learning Object Screen.

LEARNING OBJECT

Overview
Learning Object:* - Select One - vl Active: ]
Name:* ‘ |
Description:
Course Number: ‘ |
Grading:* - Select One - E Show List View
(JCatalog
Passing Score: ‘ |
Credit Units: \ | Catalog Tree:*
Credit Hours: ‘ |
Credit Others: | |
Evaluation: List Price: | ‘
Reminder: - Select One - v Version: | |

For detailed instructions on how to create and edit Learning Objects (Courses) and Learning Object Instances
(Classes) see the Learnsoft LMS Wiki Help System found at the following URL:

http://lsglm702.learnsoft.com/taskswiki/

There are a number of options to help find the specific course you wish to view:
34
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Default Listing of courses can be changed by selecting a metric in the top section or by using the

Displaying dropdown.

Classroom Active
Classroom Inactive
Online Active

Online Inactive
Manual

Historical

My Courses(Instructor)

=

Displaying Option

Listing

All

Displays ALL courses regardless of type

All Active

Displays ALL courses regardless of type as long as the course is in the
active status.

Classroom Active

Displays only classroom-based courses that are in the active status.

Classroom Inactive

Displays only classroom-based courses that are in the inactive status.

Online Active

Displays only online-based courses that are in the active status.

Online Inactive

Displays only online-based courses that are in the Inactive status.

Manual

Displays only courses that are of the type “Manual Entry”.

Historical

Displays only courses that are of the type “Historical”.

My Courses (Instructor)

Displays only courses for which the instructor is listed as an instructor
for at least one course instance.

Sort the Learning Object List by Column by clicking on the associated Column Header. A single click

sorts in ascending order; a second click sorts in descending order.
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Sort by Course Name - Ascending Sort by Course Name - Descending
Learning Object List Learning Object List
£t D Course Number e £ 1D Course Number Name
14592 Course for Instructor Evaluation 14596 Test Presb Course
14593 Course with Evaluation and Comments 14588 aaalll Test July 30 1333
14550 Deferisive Driving 14567 aaalll Test July 30 121
13672 General Orientation 13672 General Orientation
14587 aaalll Test July 30 121 14550 Defensive Driving

Filter (search) the list by clicking on the Filter (magnifying glass icon) P | Use the letters to filter by
first letter of course name. Use the drop down box to selector filter option, enter search text and click

Search to narrow results.

x
AIABCDEFGHIJKLMHNOPQRSTUY W XY Z Other

Learning Object Mame || Search Search
/

Learning Object Name
Course Number

CourselD
Description
Credit Hours
Credit Units
Credit Others
Duration in hours
Wht Url

'WBT Type
Category
Created By

The Learning Object List will refresh with the listing narrowed by the selected criteria.

Note: You can subsearch within the search results by repeating the above process. If you wish to

perform a new search, make sure you click the Clear text link to refresh to the default list After finding

the desired course, there are a number of options:
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Learning Object List Displaying [new | = | o
Q v Course Number Name Student Count Type Class Count Delete

13672

/ General Orientation 278

Click in the row of the course to view Learning
Object (Course) Detail

LEARNING OBJECT : 2017 1B/LDRP SKILLS BLITZ

L4 EView(3)

b\

Click the View link to view the listing of
classes for this course (Learning Object
Instance List...see next section)

AuDITTRAIL f§ EXIT

Overview

Learning Object:* Classroom Instruction Course Active:
MName:* 2017 1B/LDRP SKILLS BLITZ
Description:
Course Number: 3636
Grading:* Mot a graded course
Passing Score:
Credit Units: Catalog Tree:*

Credit Hours:

Show List View

([JCatalog

Depending on your permissions, you may have access to view, edit or create Learning objects. Scroll to
view the various sections. To exit and return to the Learning Object List, click Exit. To review a listing of
recently made changes to key information, click Audit Trail. To edit and update the information, click
Edit. Ater making changes make sure to click the Save button (available in edit mode) to retain your

updates.
Learning Object Tab — Learning Object Instance List

When clicking on the Learning Object List - Class Count Column - View link for the desired course, the
screen will refresh and the Learning Object List will be replaced with the Learning Object Instance List
which will display a listing of all class instances associated with the selected Learning Object (course).
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Learning Object List Dispiaying [ New | = |

Q Is] Course Number Name Student Count Type Class Count Delete
14592 Course for Instructor Evaluation 4 (4] AViewll)
14593 Course with Evaluation and Comments 2 [} viewlt)
14550 Defensive Driving 5 4] SView(12)
13672 General Orientation 278 4] wView(3)
14587 aaalll Test July 30121 SViewit)
14588 aaalll Test July 30 1333 4] Bviewlt)
14596 Test Presb Course (4] wView(1)

Learning Object Instance List [ new | et | = | o PESESIIS
£+ D Start Datetime End Datetime Facility Students Roster Instructor Type Status. o
29233 12/31/2099 12:30:00 AM 12/31/2099 150041 Center for the Arts - Center for the Arts TAdd(6/0} Giorgio Campo... ﬂ Scheduled
29214 9/7/2017 8:30:00 AM 9/7/2017 11:30:00 AM Health & Human Services - Human Serv... ZAdd(1/0} Shaunte Penn ﬁ_ Scheduled
29213 8/31/2017 8:30:00 AM 8/31/2017 11:30:00 AM Health & Human Services - Human Serv... uAdd(2/0} Shaunte Penn ﬂ Scheduled
29212 8/24/2017 8:30:00 AM 8/24/2017 11:30:00 AM Health & Human Services - Human Serv... Add(D/0} Shaunte Penn ﬁ_ Scheduled
29211 8/17/2017 B:30:00 AM B8/17/2017 11:30:00 AM Health & Human Services - Human Serv... 4uAdd(D/C} Shaunte Penn g_ Scheduled
29210 8/10/2017 8:30:00 AM 8/10/2017 11:30:00 AM Health & Human Services - Human Serv... uAdd(D/0) Shaunte Penn ﬁ_ Scheduled
29209 8/3/2017 B:30:00 AM 8/3/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(D/0} Shaunte Penn g_ Scheduled
29208 7/27/2017 B:30:00 AM 7/27/2017 11:30:00 AM Health & Human Services - Human Serv... auAdd(1/0) Shaunte Penn u Scheduled
29207 7/20/2017 B:30:00 AM 7/20/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(D/0} Shaunte Penn g_ Scheduled
29206 7/13/2017 B:30:00 AM 7/13/2017 11:30:00 AM Health & Human Services - Human Serv... %Add(D/0} Shaunte Penn u Scheduled
29205 7/6/2017 8:30:00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv... 3, Add(1/0) Shaunte Penn o Scheduled
29204 6/29/2017 B:30:00 AM 6/29/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(D/0} Shaunte Penn u Scheduled

Create a new Learning Object Instance (Class) by clicking the New button E This will launch a

blank Learning Object Screen.

LEARNING ORJECT INSTANCE : 2017 1B/LDRP SKILLS BLITZ m @

Learning Object Instance Dates Header

LODates  [2/27/2017 1 Start Time:  |12:15AM |

Time Zone: |- Select One - b End Time:  [12:15AM vl
Available Dates Add Dates
Mo Diates
Jates Dptions
Start Date Time: | | End Date Time:
Vot MO VYVY HE SR AN or B0 Farmuat; MM YYYY HE R0 AM or S04

Learning Object Instance Details

Hooen®  -Select One - ~|
Max Students® | Manusl Availabiity:
Min Students: | Advertisement Onby: [

For detailed instructions on how to create and edit Learning Objects (Courses) and Learning Object Instances
(Classes) see the Learnsoft LMS Wiki Help System found at the following URL:

http://lsglm702.learnsoft.com/taskswiki/

When navigating the Learning Object Instance List there are a number of options to help
find the specific instance you wish to view:
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Sort the instance list by Column by clicking on the associated Column Header. A single click sorts in
ascending order; a second click sorts in descending order.

Sort by Start Datetime - Ascending Sort by Start Datetime - Descending
£3 ID Start Datetime £ 1D S
= e TN 29233 12/31/2099 12:30:00 AM
L UM 29214 9/7/2017 8:30:00 AM
Zulin Lfeta il 29213 £/31/2017 8:30:00 AM
29175 12/8/2016 8:30:00 AM 29212 B/24/2017 B:30:00 AM
28923 12/8/2016 9:00:00 AM 29211 8/17/2017 8:30:00 AM
27409 12/9/2014 F:00:00 AM 29210 B/10/2017 8:30:00 AM

&l

filter option. enter search text and click search to narrow results.

Filter the list by clicking on the Filter (magnifying glass icon) . Use the drop down box to selector

=
AlABCDEFGHIJKLMNOPQRSTUY WXY Z Other

[ — 5= seae
acility

AM SEHC Sim - Sim Ski Start Date Greater Than HView(2) Print  SEH Instructor... g
: . _._|End Date Greater Than

) - Ay

M SEHC Sim - Sim Ski INSTRUCTOR: T View SEH Instructor L£]

M SEHC Sim - Sim Skif Status %View  SEH Instructor... 6

The Learning Object List will refresh with the listing narrowed by the selected criteria.

Note: You can subsearch within the search results by repeating the above process. If you wish to
perform a new search, make sure you click the Clear text link to refresh to the default list Learning
Object Instance — Details
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29205 7/6/2017 8:30:00 AM 7/6/2017 11:30:00 AM

Health & Human Services - Human Serv... X Add(1/0)

/

LViewi1)

Click the Add link to add
users to the course instance

Shaunte Penn Scheduled

g

Print

Click in the row of the instance to view
instance details and edit the instance.

Click the View link to view the Roster
(Session List) / Click Print Roster to
create a printable Roster Report.

Depending on your permissions, you may have access to view, edit or create LOI details. Scroll to view
the various sections. To exit and return to the Learning Object List of course, click Exit. To review a
listing of recently made changes to key information, click Audit Tral To edit and update the information,
click Edit. Ater making changes make sure to click the Save button (available in edit mode) to retain

your updates.

LEARNING OBJECT INSTANCE : GENERAL ORIENTATION [ Eor | Ea
Attributes Selectors Recurring Resources
Learning Object Instance Dates Header
LO Dates® |12/28/2016 Start Time:"* | :00 AM ﬂ
Time Zone:*  |Pacific Time b End Time:*  |1:30 PM ﬂ
Avallable Dates
ndded Start Date End Date Time Zone
v 12/23/2016 9:00 AM 12/23/2016 1:30 PM PST
Dates Options
Start Date Time: End Date Time:
Farmat; MM/ DD/ VYV HFM A or I Format MM/DD; VY HFEMM AM or P
Learning Object Instance Details
Room:*  Innovation - Central - Magnet Central
Max Students:* [500 Manual Availability:
Min Students: | | AU DT
Featured:
Sign InfOut:
Prevent Transcript Launch:
Cut Off: Cut OF Hours
. 1 Allow Reprint Certificate: e[|
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PRINT REPORT - Class Roster

Roster
View(1] Print Click the Print text link in the Roster Column to launch
the Printable Class Roster report. Click the Printicon
= | & " to print to .pdf file whichcan be'sent to'the printer and
B= bl brought to class for attendance.

Class Roster

Course Name: JG Test March 10 2017 -2

Location: SEHC Sim

Room: Sim Skills Lab

Total Student Count: 1

CLASS DATE: 91T

Class Time: 11:45am  — 300 pm

LEARNSOFT, LSGLM Isgim joitleman@leam:

CDC CDC, 100213550 Corp IS Administration

Add Users to a class instance by clicking the Add text link in the row of the intance to which you wish to

add users.
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Learning Object Instance List : 2017 CPI TRAINING [ New | Exic | o RELCEIEEES
a ID Start Datetime End Datetime Facility Students Roster Instructor Type Status A
117 2/27/2017 8:00:00 AM 2/27/2017 4:30:00 PM SEHC SETEC - Breakout Room 3 %Add(1/0) 2 View(1) Print  SEH Instructor... G Scheduled

118 3/2/2017 8:00:00 AM 3/2/2017 4:30:00 PM SEHC SETEC - Breakout Room 3 2 Ade|0/0) HView SEH Instructor... L] Scheduled

This will launch the User Lookup / Usertist in a popup window.

Search Attendees

USER LOOKUP. 0

Please select users by checking the checkbox and clicking "Add"” button.

LastMame:[ |  FestName:[ 000000 [  MiddleMame:[ 00000 [  Emploveern:[ [

User List o nveniee | o o |

o User ID Name Employee ID A
O 44284 McTestface Testy 95850

O 40172 Testemployee Taxupdate 95848

O 5 testuser102 testuser102

O 3 testmgri0l testmgri0ol

| 2 testuser101 testuser101 testuser101

Use the Navigation, Sort and Search Features to find the desired users to add, then click on the checkbox

| Add Attendees |
to the far left of the row with the user name(s) then click the Add Attendees button

The screen will refresh, the User Lookup / User List will close and a confirmation will appear at the top
left of the screen indicating if enrollments were successful (and if not, why).
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.testuser102 testuser102 has been successfully enrolled., Course Name - 2017 CPI TRAINING

@5 Overview ‘_"\.g_, Profile () Search |,lal Analvtics | /&) Leamingob]ecll :"';_: Team s Reports ([} Help

Learning Object Instance List : 2017 CPI TRAINING [ New | Exit | o RLEPRRTEES
-ﬁ ID Start Datetime End Datetime Facility Students Roster Instructor Type Status A
117 2/27/2017 8:00:00 AM 2/27/2017 4:30:00 PM SEHC SETEC - Breakout Room 3 HAdd(2/0) %View(z) Print  SEH Instructor... g Scheduled
118 3/2/2017 8:00:00 AM 3/2/2017 4:30:00 PM SEHC SETEC - Breakout Room 3 HAD0/0) HView SEH Instructor... G Scheduled

Learning Object Tab —Class Roster (Session List)

When selecting the View textlink in the Roster column of the Learning Object Instance List. The Session
List shows data related to user enrollment in the selected course instance.

Learning Object Instance List: 2017 CPI TRAINING [ New [ Exit | o RESCHIEET

a ID Start Datetime End Datetime Facility Students Roster Instructor Type Status A
117 2/27/2017 8:00:00 AM 2/27/2017 4:30:00 PM SEHC SETEC - Breakout Room 3 TaAdd(1/0) uView(1) Print  SEH Instructor... g Scheduled
118 3/2/2017 8:00:00 AM 3/2/2017 4:30:00 PM SEHC SETEC - Breakout Room 3 WView SEH Instructor... o Scheduled

Session List : 2017 CPI TRAINING

Employee ID T Status
o 1D Actions Name B Course L Enroll Date

Not Graded ) No Show ) Complete ) Skip 3¢ m 2017 CPI :
= 580735 e m LEARNSOFTLSGLM d  Isgim INING o 2/27/2017 8:39:00AM  Enroll
O 580745 Not Graded C No Show O Complete O Skip 3¢ | testuser102 | 2017 CPI o 2/27/2017 11:54:17 Enroll

Cancel testuser102 TRAINING AM

2/27/2017 10:33:35

) 580742 testuser102 testuser102 2017 CPI TRAINING o A‘;\A 4 Cancel

To view detailed enrollment information for a specific user, simply click on the user’s name.
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LEARNING OBJECT SESSION m

—S5tudent Info

Mame: LEARNSOFT LSGLM d UseriD: 1
Phone: Department: St Elizabeth
Current Status:  COMPLETE Email: Jgittleman@learnsoft.com
— Authorizer Info
Authorizer Name: Email:
Phane: Fax:
—5ession Info
Course Name:  Z EB SCORMQA Start Date Time:
End Date Time:
Description:
Instructor(s):*
Duration:
Vendor: Direction:*
Location* ADDRESS : On-Line

1/18/2017 12:46 PM (Completed, LEARNSOFT LSGLM d}
1/18/2017 12:16 PM (Enrolled, LEARNSOFT LSGLM d)

The Class Roster (Session List) data view is configurable. To add desired column data, click on the gear
icon. This will bring up a checkbox of columns that can be displayed in this particular section. Check the
desired data columns and click Apply. The screen will refresh with the additional columns displayed.
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[ Active

[] Department

Session List : Z EB SCORM QA

ID Employee ID Type
'& Actions Name L Course b Enroll Date Status 2
- ;  @Passed O Failed O Incomplete C Complete © W SEH Instructor TBA SEH testinstseh | Z(EB SCORK B FALEMERESEES (el
Skip 3¢ Cancel Instructor TBA QA PM
O ¢ @ PassedC Failed O Incomplete () Complete © testmgr101 testmgr101 | Z EBSCORM % 1/18/2017 124246
Skip 3 Cancel u QA PM
- , = . : Z EB SCORM 1/18/2017 12:16:21
O 8 ® Passed U Failed C Incomplete ® Complete _)Skip LEARNSOFT LSGLM d Isglm an B P’l‘\ﬂ L Complete
_ - - - Z EB SCORM 1/18/2017 6:09:25
11 ®Passed O Failed O Incomplete ® Complete (/Skip  LEARNSOFT LSGLM d Isgim a8 Complete
pl pl P QA M
O 3 ® passed  Failed O Incomplete ® Complete () Skip ~ testuser101 testuser101 testuser101 Qj EB SCORM B :ﬁwmﬂ 11:30:21 Complete
= = n = = Z EB SCORM 1/18/2017 11:43:41
5 ® Passed C Failed C Incomplete ® Complete ) Skip  testuser102 testuser102 ol Complete
pl P QA AM
4

Sort the Session List by Column by clicking on the associated Column Header. A single click sorts in
ascending order; a second click sorts in descending order.

| Sort by Session ID - Ascending Sort by Session ID - Descending

: -
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Fo ID . o ID
[ 2338153 [0 2338157
[] 2338154 0 2338156
OO0 2338155 [ = 28R154
[ 2338156 0O 2338154
O 23se1s7 [0 2338153

Filter results by clicking on the magnifying glass tool £ Ion the right to bring up the filter list.

Use the letters for a quick Course filter. Use the in search drop down to select the variable to filter by
(Attendee Last Name, Employee ID), enter the keyword search in the Search free text box and click
search.

=
Al ABCDEFGHIJKLMNOPGQRSTUYWXY Z Other

Attendee Last Name Search Search
—— Employee ID

7T rmn ossaoankd P T B B )

The screen will refresh, the search box will close and the updated filtered information will appear in the
Session List.

Note: You can subsearch within the search results by repeating the above process. If you wish to
perform a new search, make sure you click the Clear text link to refresh to the default list

| Actions
Update the Roster by clicking the Actions button to bring up pop up box with a series of
Actions than can be taken:

‘ I Browse... ‘ | Print Roster | Update Roster | Cancel Enrollments | Email Pull\p\e UserUplead  Status: - Select One-ﬂ Reason: - Select One -

*  Email - Select a user by checking the box to the far left of the user’s name, click
the Actions button then click the Email button. This will bring up a pop-up
allowing you email the selected user from within the system.
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Email ®
~
e &
To |0ther5 j
To List ijgittleman@learnsoft.com |
Attachment: Browse...
Subject: Email Update : 2017 CPI TRAINING

Body:

* Cancel Enrollment - Select a user(s) by checking the box to the far left of the user’s name, click

Session List : 2017 CPI TRAINING  Exit | Actions | o [l
-a. o] Actions Name Employee ID Course Type Enroll Date Status
O 580742 testuser102 testuser102 2017 CPI TRAINING [+ 2/27/2017 10:33:35 AM Cancel

the Actions button and click the Cancel Enrollments button. The screen will refresh and the

status will change to Cancel.

¢ Change the Enrollment Status to Complete, No Show, Cancel or Reset Enroll - Select a user(s)
by checking the box to the far left of the user’s name, click the Actions button then use the
Status dropdown box to select the desired status and click the Update Roster button.

Update Roster Multiple User Upload  Status:
Complete
Mo Show
Cancel
' Skip w e EEESED

o (Optional) You can add a reason to a Cancellation, by selecting from the
Reason drop down box. If Selecting Other, you can enter free text just
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below. As per above, select the User, click the Actions button, Select the Cancel
Status and Click Update Roster.

= T

Reason: Wl @y L |
Employment Terminated

I: Doesnt apply to role

Retired content

Duplicate enrollment

Moved to another instance

Other:

¢ Change the Status of the user the Session list - Select a user(s) and manually change the Actions
Column radio button (For example to No Show, Complete, Skip, etc.) on one or more users.

>z A N

‘ I Browse... rint Roster TUpda Roster ‘ Multiple User Upload ~ Status: - Select One -[v| Reason: - Select One - v
Cancel Enrollments @ / | 5 Statls
ded ® T h I ) 5K 2017 CPI
Not Graded ® No Show () Complete  Skip 3¢ ] A
O 580735 Cancel / W LEARNSOFT LSGLM d Isgim INING g 2/27/2017 12:14:04 PM  Enroll
Not Graded () No Show(®/ Complete () Skip 3¢ | testuser102 m 2017 CPI e
O 580742 — testuser102 INING G 2/27/2017 12:12:04 PM  Enroll

Then use the Update Roster button to update user status.

* Cancel a User Directly from the session list by Clicking the XCancel link and confirming

Q Employee ID

[+ Actions Name Cour
T . A ® e
O zaseiss HmrsElgeuA Units2 | Req:2 Othe @@ ® Passed O Falled O NoShow O W Sato Yumkosars W G
Complete O Skip = Evaluationy¢ Cancel Yumiko Orient
H: Req:4 Units: :2 Oth Reg:4 ® Passed O Failed © MNoShow O .
O zsssy Housi |Rect Unitsz |Req2 Othersiz |Ren ssed O Faile o m valde: Vo W0e
Complete O Skip = Evaluation p¢ Cancel Yolanda Orient

Hoursfa |Req:4 Unitsf2 | Req:2 Othersis | Req:4| Message from webpage X
Complete O Skip = Evaluation y¢ Cancel

Hoursfa |Req:d Unitsl2 | Req:2 Othersia | Req:4|

Complete O Skip = Evaluation 3¢ Cancel 0 Are you sure, you want to delete this learning cbject session?
Hours{a_|Req:4 Unitsfa | Req:2 Others{a | Req:d|

Complete O Skip = Evaluation g Cancel

[ 2338156
[ 2338154

[ 2338153
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Evaluations - For course with Evaluations, click on the Evaluation Link to view that user’s
responses.

e

[+ Actions

2 ; 4 @
re—— Hoursfa |Req:d Units{2 | Req:2 Others{a |Reqd @ P

Complete O Skip = Evaluation y¢ Cancel

EVALUATION m CAMNCEL

CUSTOMER SERVICE

-
Zourseliame G Test March 10 2017 -2 Evaluation Dete:
Imstructar{s):
V i K
Very Releva  Roelevant lndecided  |WotRelevant  [omieee
1 (This course was relevant to my job. :" - 3  Jreleant
Mol Engh  Enoush R Froes Much
2 Thve st b i s win: il h i_\ o g Erugh
Etrengy
3 The maseria in this ¢ wat mpueetant ta s sarongty Agree ":""‘ inbciied’ * Emres: Disagres
Tt i T o
4 [T reating evelaf ths cowrse was: e !.'_" i
gy A ‘ - firertly
5 i ceusrus wias clasrly write, Ao [hares i g isagres
-c. )
pr— Kindecided et
v (This course was easy bo read. |o A “:" p D""" Disagres
FESSRpY— F— - ey
b IThis conrse was foo dicalt. e feasi ":"‘ Disages
" : irengy
a— e
[ N achiwed the abjectiv af this couse. fr b N:"" r w), | Perie inagres
- =
Sswongly Apree paree ecided  Divagree
] 1 ieamed a lot from this course. o iy Agros. g r" " Disagree

Competencies (ROMS) — If the ROMS / Competencies module is active for your organization and
you have added a checklist of competencies to a course, you may access it by clicking on the Checklist
text link in the Actions column of the row of the user.
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& ID Actions Name

) 580750 Not Graded _ Incomplete () Complete _ Skip g Checklist 3 Cancel m testuser102 testuser102
|

ROMS

Rows =3

Couese Hame Tew - ROME Stanbent Marar “eatuseriGa tevuer 02
| = MNew Objectives
Deiets 1D Competency Objective DueDate  Aggeoved  Complete  Lafch  Edit
% 1 SampleSkilll  Demonstrate competency In inserting needles. Behavior Objective: "Able to find vedn: * Able 1o Insert needle: * Able to remove needle G017 Yes Yes '

® 2 Sample Skil 2 in cleaning wound. * Locate wound: * Clean and Sterilize: *Cover. 62017 No Mo '

You may review completed information, or, if you are the Competency Validator (preceptor, approver,
etc.), you may access specific competency info by clicking on the pencil icon in the edit column.

Add Learning Object ROMS 3
ADD LEARNING OBIECT OBJECTIVE ~
Sample Skill 2 Metric: \ \
[IMetricTypeName
Competency/Skill: [Jexplained
[Ipemonstrated
Metric Type: |[Iverbalized
[lobserved
Demanstrate proficiency in cleaning wound. .
Behavioral Objective: * Locate wound: * Clean and Sterilize; *Cover. [IRead POI":V
[]computer assisted training

Objective: Due Date: [3/6/2017

Web Conference: f;:fg‘:t

Approved: [ complete: (1

Student Comments:

Manager Comments:
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PRINT REPORT - Class Roster

Print Roster

(= | & FIREES % L% #1

| Main Report

Class Roster

Course Name: JG Test March 10 2017 -2

Location: SEHC Sim

Room: Sim Skills Lab

Total Student Count: 1 Click the Actions button, then click the Print Roster

CLASS DATE: 1117 ) ‘

Class Time: 11:45am  — 300 pm button to launch a Printable Class Roster report. Click

LEARNSOFT, LSGLM Isgim the Print icon to petteeelpef file which can be sent to
the printer and brought to class for attendance.

CDC CDC, 100213550 Corp 15 Administration

Search Tab

Clicking the Search tab will yield an easy to use yet powerful search feature that in a single page
combines multiple search methodologies including keyword, predictive, advanced, calendar and catalog

When first accessing, the right side Result List will auto populate with a listing of all classes which you
have permission to enroll yourself and your team members You may use the scroll bar and Previous /
Next text links to view all the available options.
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Result

Search for m Learning Object Name |

- Previous | Next b

Criteria

Catalog I i l

Course Type

@ All

~ Classroom Ii} l

- Online

y Event
() Certification li__-l
Advanced Search

[
PR

99 Results (0 Selected) - Page 1 Of 7

General Orientation

Type: Classroom Instruction Course Start: 6/1/2016 9:00 AM End: 6/1/2016 11:45 AM
Description:

General Orientation

Type: Classroom Instruction Course Start: 6/8/2016 9:00 AM End: 6/8/2016 11:45 AM
Description:

General Orientation

Type: Classroom Instruction Course Start: 6/15/2016 9:00 AM End: 6/15/2016 11:45 AM
Description:

Gotowebinar Demo

Type: Classroom Instruction Course Start: 6/10/2016 11:30 AM End: 6/10/2016 12:30 PM
Description:

Privacy Laws 101
Twne: Clacsrnnm Instrictinn Conree Start: 2/10/2014 5:00 AM Fnd- 2/10/2014 9-30 AM

The Icon on the left side will reveal the course type:

[y

- ILT — Instructor Led Training (aka classroom-based course)

o

Enroll Details [

Select Al | Unselect All | Remove Selected | Remove Unselected

- Online Course (aka CBT — Computer-based training or WBT — Web-based training)

b

- LMS Certification

Search Tab — Detailed Info & Enroll Users

To see detailed information, click the Detail button to the right of the class.

about the chosen class instance.
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2017 CPI TRAINING
& Enroll Details
l 1’ :I Type: Classroom Instruction Course Start: 1/5/2017 8:00 AM End: 1/5/2017 4:30 PM

Description:
Room : SEHC SETEC - Breakout Room 3

Course Instance Details E]

LEARNING OBIECT INSTANCE

Please click Enroll button for enrolling in this learning activity.

~
Course Name: 2017 CPI TRAINING
You can also
Deseription: enroll yourself
bv clicking the
4 =)
Vendor: Enro" button
Barnes Jacob Start Date:  1/5/2017 8:00 AM EST
Bateman Stacy
Authorizer: |Blank Lisa K.
Butiehwerih Melthew End Date:  1/5/2017 4:30 PM EST
Couch Deborah S
- Duration (in hours):
Payment Mode: ﬂ
Paid Time : Notes:
Due date: |
'SEHC SETEC - Breakout Room 3
List Price:  Free (V]

Lacation:

To enroll other users, click the Enroll button (next to the Details button).

. -
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2017 CPI TRAINING Enroll Details

l i :I Type: Classroom Instruction Course Start: 1/5/2017 8:00 AM End: 1/5/2017 4:30 PM
Description:

Room : SEHC SETEC - Breakout Room 3

Search Attendees / K

USER LOOKUP. ~

Please select users by checking the checkbox and clicking "Add" button.

[

User List e o ]

& User ID Name Employee ID A
| 44284 MeTestface Testy 95850

O 40172 Testemployee Taxupdate 95848

O 5 testuser102 testuser102

O 3 testmgri0l testmgri0l

| 2 testuser101 testuser101 testuser101

Use the Navigation, Sort and Search Features to find the desired users to add, then click on the checkbox

to the far left of the row with the user name(s) then click the Add Attendees button

The screen will refresh, the User Lookup / User List will close and a confirmation will appear at the top
left of the screen indicating if enrollments were successful (and if not, why).

.testuser102 testuser102 has been successfully enrolled., Course Name - 2017 CPI TRAINING

il

Actions
Admins can also add a Deadline for the selected enroliments clicking the Actions button and

adding a Due Date (Note: The additional comments field may be enabled in a future release). This action
must be taken before clicking the Add Attendees button.
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Search Tab — Predictive and Keyword search

Criteria

Search for...

Catalog

Course Type
@ All

) Classroom
) Online

) Event

() Certification

55

Calendar View

Free Text Field allows
you to enter keywords

Select Course Type to
narrow results.

Click the Search button
when ready to search
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Start entering
letters

Criteria Resul

Learning |
: < e

Google like “Predictive Search”
offers suggestions based on
actual course names. Click on
any of the suggestions to
search (no need to click the
Search button).

=
o

Search results are displayed in the Result List on the right side.

Criteria Result

ACLS Course 1

ABDS PROTOCOL

ACE INHIB. & ANGIOTENSIN RECEP BLK
ACUTE CORONARY SYNDROME EKG
ADMINISTRATIVE POLICIES

Adult CCRN Review Course

ALARIS SYRINGE MODULE

ANATOMY & PHYSIOLOGY REVIEW MODULE 1
ANNUAL CT EXAMINATION

Annual Radiation Safety

APNEA AND BRADYCARDIA

ARC FLASH SAFETY

to display results.

After all search criteria has been
entered, click the Search button

ACLS Course 1 Learning Object Name
{ Type: Classroom Instruction Course Start: 2/9/2017 5:00 AM End: 2/9/2017 7:00 AM
Description:
Course Type Room : TBD - TBD
o All
) Classroom
) Online
) Event

¢ Certification

Advanced Search

Search Tab — Advanced search
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abendar Wiew

Date created: 6/8/2016 10:43 AM

LAy B3

Eaion Click Advanced Search Arrow to
Course Type open Advanced Search Menu

o All allowing refined course lookup.
7y Classroom

7y Online

) Event

() Certification
Advanced Search

Instructor

Blank Lisa K.

Delaney Sandra ]
Durst Steve F W
LEARMSOFT LSGLM d

Narrow to a date Range by
Date Range selecting Specific Date, then
w Any Date entering a Start Date and End
) Specific Date Date.

Start Date

End Date

Facility _
- Select One - j

Training Vendor Use dropdown ?electors to
- Select One - j choose from a list of
prepopulated options.

Room

Search Tab — Calendar search

Criteria

Click Calendar View button to view scheduled classroom-based course instances (classes)
for which you are able to enroll in a monthly calendar.
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Calendar Search — Options

Time Period — Changes the Calendar Mode

Calendar - 1-Daily View
* 7 —Weekly View
1] 5] * 31 - Monthly (default) View

Enroll / Details Link — Click to view course details.

+f) First Aid/CPR - Infsnt & CPR/AED - Adult & Child ~ You can click Enroll from the details page to
[3:00 M - 150 AT Bogat = Camel i selfenroll in the course.

Enroll Others - Click the Enroll Others icon to
launch the Search Users Dialog.

Time Period — In monthly view, arrows move you

forward / back one month. Dropdown allows
W .

EI | Eehiniang 0.7 |IE| F selection of any month over the next year.

List View Link — Returns you to default list view

List Wiew search.

Analytics Tab

The Analytics tab provides a graphical way to view learning metrics. They simplify often
complex or large data analysis. The graphics for each organization will differ. Upon
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accessing the tab you will be presented with Analytics graphics that pertain to you as a User. To access
the Admin Analytics, click on the Group dropdown box and select Administrator.

My ADMINSTRATOR DASHBOARD

g

8 8 2 8 8 38 38
T N O AT

122016 Uifmis 10206

Click the Report
icon (if available)
to bring up
associated reports
and drill down to
specific dept or
user data

Reports Tab

_&dm'ln‘\stmtor ~ -EMNIJ

Completion Summary

=

70016 62016 520016 42016 32016 20016 ifI0l6 122015 14,2005

W e Coure

Click the Emails
button to directly
email LMS users or
others while
reviewing analytic

Use the arrows to
navigate to
previous / next
Analytics graphic.

data

Click the Reports tab to access the Report List which displays a listing of available reports and allowing
the Admin to query learning information required to successfully manage, ensure compliance and
provide report data about their team. Note: Though all Admins may share the same reports, the LMS
only allows them to see the data associated with the specific departments they have Administrative

authority over.

59




)o Learnsoft

Overview § Profile '_ Search | Analytics Learning Object ' Team ‘ Reports ] Help
Report List 1
Type Name Description View Delete -
O Standard Attendance Tracking Roster Attendance Tracking Roster
O Standard Class Roster Class Roster
O Standard Classes Taught By Instructor Classes Taught By Instructor
O Standard Employee Completion Report Employee Completion Report
O Standard Group Employee Transcript Group Employee Transcript
O Standard Instructor Schedule Instructor Schedule Report
O Standard No Show Listing No Show Listing
O Standard Resource Order Reconciliation Report
O Standard Student Listing This report give all the student and is also group by selectors
O Standard Student Schedule Student Schedule v,
11 Reports (0 Seiecte.dj -Page10f1 Select All | Unselect All | Remove Selected | Remove Unselected

Sort report columns to clicking on the column header. Click again to toggle between ascending and
descending order.

Filter by report name by clicking on the magnifying glass lookup icon E and using the alphabet
selectors and free text lookup options.

x
AMIABCDEFGHIJKLMNOPQRSTUY W XY Z Other

v|| Search Search

The screen will refresh, the search box will close and the updated filtered information will appear in the
Report List.

Note: You can subsearch within the search results by repeating the above process. If you wish to
perform a new search, make sure you click the Clear text link to refresh to the default list

Reports Tab — Selecting Data (Details, Filters / Selectors)

After navigating, sorting and filtering, click on the Name field (or anywhere in the same row)
to bring up the Report Page for the selected Report.
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Report List |

Type Name Description View Delete -1
O Standard Employee Completion Report Employee Completion Report
O Standard Group Employee Transcript Group Employee Transcript
REPORT : EMPLOYEE COMPLETION REPORT

=User Info Details

First Name: | ] Any Date: @ pae Range O
Middle Name: [ ] Start Date:

Last Name: | ] End Date:
Employee ID: | |

M Employee Al

Employment Type: |1 NonEmployee
Olintern
[Custrenar

State: - SelectOne - ™

I Selector

Add
Course:
Remove
Add
Job Position:
Remove

SortBy-Hame ® orgt O 10 O
® Clorganization

Availability:

Enter the details and use the filters / selectors to refine the report and lookup the details you seek (Note:
Not all filters need to be entered, but certain reports do have some required field, e.g. Course.)

*  Free Text Filters — Enter the text or partial text info.
=User Info Details

First Narme: |Jnhn |

Middle Manme: | |

Last Mame: |5rrith |

Employee 1D: | |




)o Learnsoft

* Check Box Filters — Select one or more values by clicking on the associated checkboxes.

Employee .
Employment Type: | NonEmployee
Ulntern i

[ sietmmmar

* Dropdown Filters — Use the dropdown box to select the desired value

Alabama ~
Alaska

Arizona

Giape: | Arkansas

California

Colorado

Connecticut

Delaware

Florida

-

* Date Filters — Allow for selection of Any Date or a Date Range. Calendar popups or free text
dates (mm/dd/yyyy format) can be entered

M‘I" Date: '::' Diate Range @

tart Date:

End Date:

5 & 7 B 9
12 13 14 15
19 20 21 22

Q{EEB 1 2
5 &

5§ 7 B 910

* Add / Remove Filters — Link to larger lists of data where you can sort, filter and search for the
desired choices.

1. Click the Add button to bring up the related Lookup List.
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Add

Course:
Remove

Select Learning Object

LEARNING OBJECT LOOKUP

2. Sort, filter and search
[ Ada Learning ovyect | = | 2 | 4| ’

e | o> to find the desired
objects.

Learning Object List

Name

14634 2016 - Become a Supervisor - Early Start Tralning

3.—Check the box to the

We objects.

4. Click the “Add”
button

4 TA5F0 LUIG FARMURNPR T Care Unit Annual Competency
14542 CRO SBO Customer Service Go Live Training

14594 COMPETEMNCY TEST COURSEs

amop P

14592 Course for Instructor Evaluation

The lookup list will close and the selected options will now be listed within lookup filter / selector text

box.

Defensive Driving

Ebola Advanced Training Add

Course:
Remove

If wishing to remove selectors, highlight, then click Remove. Note: Usually these items can be added in bulk, but must
be removed one at a time.

« Expand / Collapse Filters — Allow for a tree like structure. For example, Availability Tree (LMS
Version of an Organization Chart) Filters allow you to use a windows-like foldering system to
select specific areas within the organization to search. Selections are recursive, so higher level
selections automatically select all the groups below. Use the + and —icons to open / close the
Availability Tree (use the Sort by option box to determine sort order). Click the checkbox(es) to
select.
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Sort By - Mame ® Orgt O o O

=] q_:lﬂn:amzat:.:n

= @ D l|_:| Learning Center

& [ e
& 0O daz
B [ o

=R: ] O {C)Facility X1 FX1
Awailability: i [0 (JHuman Resources FX1-HR
D L]Eml.
D L:lEp-siIaF Systems Salutions

O A

OHEH

i i

Reports Tab — View, Print & Export

After entering any user data and using filters / selectors to narrow down report to the desired data, the
Admin can click to Export Report (in either PDF or Excel versions), View Report (which also allows for
printing and to export in additional formats) or Cancel and return to the Report List.

EXPORT REPORT | VIEW REPORT

EXCEL
EXCEL - Data Only

If selecting to View Report, a new window will pop-up with the Report Information.
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Dropdown to go to first / last page or
type in page # and click enter

id" icon & /

| [Find._. ' % 1or1 |- [100% |- &———— o
| &2 | [ Fin |o | D] . | Resize view &

Enter text to search and
click the&

)
%g Main Report

e

/ Prev page (page
Drill down | . 1and2 onl?/)

Last Name Finst Name Employee acility Facility Department Department Course Name
to deeper [11] Number Name Number
data levels
. ccount Admin3 admin3 3 MeduRx Plaza A-IMeduRx Early 00100734 Ebola Advanced
(if Intervention Training
available) Program
Hood Raobin 11111testus  Fam Med - 639 A-639Med Fam Med - 07630959 Ebola Advanced
erd001 MeduRx S5t Urban Health Training
Inst? Sand Udotinst? 3 MeduRx Plaza A-IMeduRx Early 001007584 Ebola Advanced
Intervention Training
Program
Insté Sand Udotinstd 3 MeduRx Plaza 3 MeduRx Behavioral 201 Ebola Advanced
Health Dept Training
Inst9 Sand Udotlnstd 3 MeduRx Plaza 3 MeduRx Behavioral 201 Ebola Advanced
Health Dept Training
ones Joseph jiones Kelemen Eldg A-KELEMEN Emergency 00100906 Defensive Driving
Room
Registration
Kaufman Dan dKaufman Kelemen Bldg A-KELEMEN Emergency 00100906 Ebola Advanced
Room Training
Registration
Khanna Rishab 11112 Fam Med - 639 A-639Med Fam Med - 07630959 Ebola Advanced
RMadoDw Q8 lirhnan Haalh Trainina
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Click the Print icon to Print the Report to a PDF where it can be sent to your printer. Select pages and
click the Expart button

I‘;h

Page Range: _

(® all Pages

\ () Select Pages

From: !

]

Print to PDF:

u must h

document is op . a
g. Adobe Readar)

reader installed to pri

To export, click the Export icon...

&

..to open the Export dialog. Select a file format and page range, then click Export.

Export = File Format:
| Crystal Reports (RPT)
FilciFommoty page| ¥ Cristal Reporis (BT}
Crystal Reports (RPT) i yl PDE
Page Range: _ I; Microsoft Excel (97-2003)
@) All Pages Microsoft Excel (97-2003) Data-Only
{7} Selact Pages Microsoft Excel Werkbook Data-only
Fom: | | Microsoft Word (97-2003)
To: |—| Microsoft Word (57-2003) - Editable
Rich Text Format (RTF)
Characier Separated Values (C5V)
Export XML

. -
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Reports Tab — Save Report

The bottom section, when opened, allows the admin to save the report selectors, and, if desired,

schedule the report for email delivery. To utilize first, use the top section user and selector filters to find
the desired lookup. Then...

To access, click on the arrow next the Save to My Report List section header.

—Save To My Report List

= Save To My Report List

Save Report 7 (=} Report Name: |
Scheduled 7 ]
Scheduled Type: - SelectOne - %] emort Type - Select One - [v]
Words:  First Name [v| Add To Email Subject Add To Email Body
Emall Subject: |
Email Body:

Fill in the desired field info:

Save Report 7 & Check to save report
Click if scheduling the report for
Scheduled ? O email delivery.
Report Name: | Name the report
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Scheduled Type: - SelectOne - V|  Exort Type Emﬂ

Use the dropdown selector to select:
- Scheduled Type — Daily,
Weekly, Monthly, Quarterly,
Six Monthly, Annually

- Export Type — PDF, Excel

Words:  First Name v|  Add To Emall Subject Add To Emall Bady Add text to Email Subject / Body.
_ Select from run time variables by
il Sutec: | using the Words dropdown and click
the Add to Email Subject / Body
buttons.
Email Body:
Help Tab

If enabled for your organization, the Help tab will link to Admin user guides and videos that are part of
the Learnsoft Help Wiki system. Note: these documents are in the process of being updated to the

newest design.
Hed

videos and documents will be shown.
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LMS HELP (Beta)

This site contains all essential information for the Usefto make full use of their
Learnsoft Learning Management Systérm (LMS)

User Manager Instructor Administrator
Manual » Video Manual » Video Manual » Video Manual » Video

Recent Posts
Video Overview - Standard User
Mew Task-Centric LMS Design

Video Overview - Manager
Mew Task-Centric LMS Design

Video Overview - Instructor

MNew Task-Centric LMS Design

Video Overview - Administrator

New Task-Centric LMS Design

Click on a link to access the associated document or launch the associated video.

Help — Advanced Menu Wiki

Administrators can access the Help Wiki system to view documentation focused on the Advanced View
functionality of the LMS.

To access, navigate to http://Isglm702.learnsoft.com/taskswiki/
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LMS HELP WIKI (Beta) - Main Page

Welcome to the LMS Admin Help Wiki (Beta)

This is the new, online Leamsoft LMS Admin Help \Wiki (Beta) site. It contains all essential information for the Admin to make full use of their Leamnsoft Learning Management System (LMS)
To quickly find information on an LMS feature or function, enter a keyword in the searchbox at the top of this page. To access a listing of all documents and videos: click nere ¢
Below is a partial listing of feature-specific help manuals in a layout which mirrors the typical Advanced View Menu. Simply click on the desired link below the menu item to access the associated

document.

Student Learning Objects User Management Reports

My Courses Catalogs Users Reports

Overview i@ Ovenview % » How to i« Quick Star Owerviewr® « How to i » Quick start @ Overviewr? = How fo i@ » Quick Start i@

My Transcript Groups Schedule Report

MyTranscript (Original Guide) i Featurs Guide @ Overview @ - How o - Quick Start g
Skills

My Profile Evaluations Overviewp? « How to i - Quick Start i

MyProfile {Original Guide) & Ovendew & - How to - Quick Start F

My Performance Test Library [_vjer e L{fgs

Cverview i - How to i - Quick Start @ Cwerview (F - How 1o 1P~ Quick Startff - o
Reset Password

Catalogs Assignments Feature Guider +

Gatalogs. (Original Guide)t i Ovenview 7 - How to#P- Quick Start®  Flash Leaming Video i

Calendar Appraisals

Calendar (Original Guide} @ Overviewd® + How to i » Quick Start

Enroliment Scorm Uploader

Enroliment (Original Guide) & Cwverview [ » How to @~ Quit uide

Search Course Reminders

Search Course {Original Guide) iF Overview & - Ho to i~ Quick Skart & Overviewrf+ How to r » Quick Start if

Scroll to the desired topic and click on the Overview, Quick View Guide, How to Guide or Video link.

Advanced View

While this guide focuses on accessing features through the new, Task-Centric design, Simple View, the
full panoply of features are accessible through the Advanced View.

To access, click on the Advanced View link available as a text link in the upper right hand above the
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menu icons.

ARNSOFT ADVANCED VIEW  VIEV
—
‘ Overview | o5 Profie Search Anabytics ' Leaming Object S Team Reports. Help
Progress Report AN
5 0 Due Soon / 0 Overdue 0 Gnline / 0 Classroom am | waw: | vem | wea: | o n sat
ing Courses 1 2 3 4
3 Online / 2 Classroom Certifications Total Credits
3 Coursels) in Progress 0 0
: 0Due Soon / 0 Overdue 0 Heurs /.0 Units /.0 Others i . 7 & i e "
2 12 13 14 15 16 17 18
= 2 = =
ol Comsca Incomplete Evaluallong Printable Cemﬁcateg You areup to date! 19 20 n 33 . 24 b | 25
2 Online /0 Classroom / 0 Others -
s @ =
My Task Dislying  actons | p I
Course "~
Captivate Project No Test 47 - Enroliment Type : Elective(Self] M men
Onliae Mtachment  Unenrol
TEST - Multi-Day Course - Enrollment Type : Elective{Self) [fj

L T VS U U A A T R ur

This will bring up the Advanced View with the default showing the Session List, which lists your course
enrollments in a list form (a less graphical version of Overview — Courses). Click Simple View if wishing

to return.)

A-SANDBOX | Loc Ou: Learnsoft SiMPLE VIEW  VIEW CART HOME
3 STUDENT + (] LEARNING ORIECTS « [ USER MANAGEMENT ~ ] REPORTS
&0 Course Request Type Start Date Type Attachment ~
2329435 W Weapons of Mass Destruction - Chemical ElectivelSelf /p Launch None
2329464 M Leamning Management System Video Electivelself /p Launch None
2229482 m BLC Upgrade ElectiveiSelf /fj Launch None
2329484 B Patient Safety Course ElectivelSelf 6/9/2016 [ Nene
2329496 W Blood Administration Elective{Self) 5/19/2016 q Test re
2329536 W HIPAA The Power of Privacy ElectiveiSelf /py Launch None
2329586 W Orientation Elective{Self o/ Launch Nene
2329588 W Scripps Example Orientation Elective{Self) /fLaunch None
2329618 m Clinical Orientation ElectiveiSelf 11/9/2016 [ None
2329621 W Clinical Orientation Elective{Self) 11/2/2016 ] None
2329623 W Instructor & Course Evaluation Elective{Self) 11/25/2016 1] None
2329624 W Employes Engagment Survey Elective{Self) < Launch Nene.

Advanced View — Menu Navigation

Just above the Session List you will see the Advanced Menu Navigation Section Headings:
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i STUDEMT =~ LEARMIMNG OBIECTS ~ USER MAMAGEMENT ~ [] REPORTS =

To Access the submenu of specific features / functions, simply hover over or click on the headings.

. -
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Student Menu

Iy Transcript

Catalogs

Enrallment

I STUDENT ~

My Courses

My Profile

Calendar

Search Course

Learning Obiects Ve,

Courses Catalogs

Click on the
submenu textlink to
access the desired
feature / function.

Annatations Evaluation
Assignments Test Library

Certifications

Scorm Uploader

Competencies,Skills Reéminder

Motification Message Rating Type

Events Accreditations Learning Object List
oo e mrerczem e ———
g M 24 Beceme s Supervinc « Lty S T s [ P
= e s ; s :
User Management Menu !
(e 00 585 Cummoemar Sarvicn £ Liva Tesining ] ) -
LEARNING OBJECTS - USER MAMAGEMENT f— e o —
el e . =
Groups sars 1em PR — 3 2
S e ; —

Skill

Merge Usars Ménu
Diwisions Reset Passwond
Resowrce Type Facilities
Job Code: Job Class
Wendors Job Pasition

Goal Gol Category

Delegates Sponsors

Look And Feel Custom Field Type

Renorts Menu

IECTS = ! USER MAMAGEMENT = [|g| REPORTS

Schedule Report Reparis

Advanced View — Help Resources

Administrators can access the Help Wiki system to view documentation focused on the
Advanced View functionality of the LMS. To access, navigate to

http://lsglm702.learnsoft.com/taskswiki/
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Log Out

When finished with your LMS session, click the Log Out text link in the upper left hand corner to Log
Out.

e & https://Isglm705.leamsoft.com/LSGLIM/ Mast

age/Mainl.aspx L-ac|a ) Task-Centric LMS Help €D Task-Centric LMS Help
File Edit View Favorites Tools Help

TESTUSERA TESTUSERA LoG OuT
—_—

Overview ") Search Help

74




	Administrator Manual
	Introduction
	OVERVIEW TAB – ADMINISTRATOR VIEW
	Overview Tab- Administrator View - Metrics
	Overview Tab – Administrator View - User List
	List

	Team Tab
	Team – Navigation
	Team Tab – Team Member Profile (User Details)
	Team – Team Member Profile – Overview Tab
	Team – Team Member Profile – Buttons
	Team – Team Member Profile – Groups Tab
	Team – Team Member Profile – Enrollments Tab
	Team – Team Member Profile – Assignments Tab
	Team – Team Member Profile – Certifications Tab
	Team – Team Member Profile – Evaluations, Competency, Successions & Development Tabs
	Team – Team Member Profile – Details Tab

	Learning Object Tab
	Search Tab
	Calendar Search – Options

	Analytics Tab
	Reports Tab
	Help Tab
	To access, navigate to http://lsglm702.learnsoft.com/taskswiki/
	Advanced View
	Log Out




