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INTRODUCTION

This guide provides information on how to use the Learnsoft Learning Management System’s (LMS) new,
Task-Centric approach and updated design specifically focusing on functions for the Instructor. The
system has been enhanced to make the Instructor experience more intuitive and give you quicker access
to update rosters and complete courses.

This guide assumes you have already had experience with the system as a User. If not, please see the
Learning Management System (“LMS”) — User Manual: Standard User. Only Instructor-related tasks,
functions and features will be highlighted in this guide.

OVERVIEW TAB — INSTRUCTOR VIEW

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

select Instructor.
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The top section, Overall Dashboard provides key Metrics pertaining to your role as an Instructor and
includes: Total Active Courses, Students Enrolled, Students Taught, Evaluations Overdue, Courses & Class
Instances Taught and left to teach, Credits Taught, and, if your organization provides it, an Instructor
Rating, based on completed student evaluations.

By default, the bottom Section, Learning Object List, provides listing of all the courses for which there
are classes with you as an Instructor. It can also display Class Roster (Session List) information.
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Overview Tab — Instructor View - Overall Dashboard - Status Icon

The Status Icon allows the Instructor, in a single glance, to see if they and their students are up-to-date
or overdue in completing learning related tasks (At this point, this focuses solely on Roster completions).

Overall Dashboard

2 Students Enrolled Evaluations Overdue ---
10 1
Classes to Teach Sun  Mon Tue Wed Thu Fri Sat
4 Active Courses cl Taught C Taught 1 2 3 4
1Rosters to Update asses |augl ourses Taugl| 5 - «
i} G 7 8 9 10 | 11
O 12 13014 15 16 17 18
Instructar Rating 1;c:||4tal (:"r{;egité‘;l;a&%ht Total Students Taught Some items need your 19 2 2 92 93 24‘ 25
lours ni ers 3 o 1 ?- .
cund S onae | . Click text link below hand

icon to display overdue items

Learning Object Instance List

-a- ID Name Start Datetime End Datetime Facility Instructor Type Status Students A

79094 SEH - Annual Competency Course 3/5/2017 1:00:00 PM 3/5/2017 2:00:00 PM SEHC Data Ce... testinsj testinsj g Scheduled % Add(1/12)

If ths Status Icon displays an orange-reddish open
hand (aka “stop”), then items are overdue. Click
the text link below the hand to display the
overdue items in the bottom section.

If ths Status Icon displays a Green Thumbs Up,
then items are up-to-date.
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1 Some items need your attention!
Youare up to date! Click here to dlspla\gmrdue items

Overview Tab — Instructor View - Overall Dashboard — Metrics

The top left section of the Overall Dashboard provides Instructor Metrics, a numerical listing of your key
statistics related to your role as an instructor.

The Classes to Teach, Active Courses and Rosters to Update Metrics in the upper left hand corner of the
Overall Dashboard are hyperlinks. Click on the associated number to drill down to specific information,
which will be shown in the bottom Learning Object List section.

For example, if you click on the “2” Classes to Teach hyperlink, the bottom section will update to a
Learning Object Instance List show you a listing of the Class instances which are upcoming and for which
you are listed as an Instructor.

Overall Dashboard Group

2 Students Enrolled Evaluations Overdue ---
10 1
Sun Mon

Tue Wed Thu Fri Sat

Classes to Teach

4 Active Courses 1 2 3 4
1Rosters to Updata Classes Taught Courses Taught ~ < N
1 1 5% 6 | 7Yy 8% 9 BN 11
12 | 1 3‘ 14 15 16 17 18
Instructor Rating .
Total Credits Taught ST | i emsvesdyour | 19 20 | 21 |2 23 24\ 25
attention!
Click here l‘i’[:::ghy overdue 26 27 28 29 30 3
Learning Object Instance List [ New | Exit | o I
ﬁ- ID Name Start Datetime End Datetime Facility Instructor Type Status Students A
79160 CDC Ebola Training - 2017 3/13/2017 1:00:00 PM 3/13/2017 3:00:00 PM SEHC Sim - Si... testinsj testinsj o Scheduled Add(4/0)
79158 CDC Ebola Training - 2017 3/24/2017 9:00:00 AM 3/24/2017 11:00:00 AM SEP Corporate... testinsj testinsj Q_ Scheduled HAdd(5/0)

Overview Tab - Instructor View - Dashboard Key Metrics

Classes to Teach — Hyperlink to a Class listing (Learning Object
Instance List) which contain class instances in a scheduled status for
which you are listed as an Instructor and which have not yet occurred.

Classes to Teach

T P S AR Active Courses — Hyperlink to a Course listing (Learning Object List)
which contain class instances in a scheduled status for which you are
listed as an Instructor (Note: A single course may contain several class
instances).

N
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1 Rosters to Update

Rosters to Update - Hyperlink to a Class listing (Learning Object
Instance List) which contain class instances in a scheduled status for
which you are listed as an Instructor and which have already occurred.
From here, you may access, update and complete the roster and close
the class instance.

O

Instructor Rating

Instructor Rating— If your organization uses a singular rating system,
this will provide your rating from a scale of 1 -5 (0 indicates no rating
given)

Students Enrolled
10

Students Enrolled — A count of the number of students currently in the
“Enrolled” status for active classes for which you are the instructor.

Evaluations Overdue

Evaluations Overdue — A count of Evaluations for classes you have
already taught which your students have not yet completed but whose

1 | evaluation deadline has passed.
Classes Taught Classes Taught — A total count of the Class Instances you have taught.
1
Courses Taught — A total count of the Courses with instances you have
Courses Taught . . .
1 taught. (Note: A single course may contain several class instances).

Total Credits Tau§ht
0 Hours / 0 Units / 0 Others

Total Credits Taught — A breakdown of assigned credits to courses you
have taught by hours / units / others (other credits).

Total Students Taught
3

Total Students Taught — A count of students that have taken class
instances which you have taught.
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Overview Tab— Instructor View — Progress Report - Calendar

The Calendar in the top right corner displays the current month. A blue triangle will appear on days
where there are class instances for which you are listed as an Instructor. You can quickly view summary
information by rolling your mouse over the specific day.

— _ Calendar — Rolling aver date with blue shading
* L o
Sun Mon Tue Wed Thu  Fri sat H Sl SR R ) I
1 2 3 4 1 y.
sV 6 788V o 10 11 I Vo E
h | SEH - Annual Competency
12 13 14 15 16 17 18 e s 15 16 1
26 27 28 29 30 31 S / AR

Click the rollover popup to bring up additional course details for all courses you are teaching that day
(Scroll to see courses and click the Back button to return to the calendar).

SEH - Annual Competency
Course

1 Sunday, March 5, 2017 - 01:00

P

q SEHC Data Center - Conference
Room E
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PRINT REPORT - Class Roster

Print Roster i . . . .
Click the Print Roster button to launch a printable Class Roster report in a new window.

Click the Print icon to print to .pdf file which can be sent to the printer and brought to class for

& | [Fre & Cwaa[rar |- [1oo% |-
[EEB= A

attendance.

|55

Class Roster

Gourse Name: Ganeral Orisntaton
Location: Innovation - Central

Room: Magnst Central

Total Student Gount:  §

CLASS DATE: 1212318

Class Time: e00am - 1:30pm

Jones, Jenny sandinstructsd Trainer |

C-CMRCPKWY IT - 180004 Commerce Plwy. 00100835 Information

Technalogy
Sato, Yumike Yumika.Sato Vice President,
Markating
800 Utah DOT, S&17 Sales & Marketing
Smith, Bab standardus=rgd NURSE Jpitlemang@leamsoft.com

ASSOCIATE FRN

C-CMRCPKWY IT - 18000A Commerce Plwy, 001009328 Information
Technalogy

Torres, Yolanda Yolanda Torres Staf HR
Representative

200 Utah DOT, HOZ8 HR Operstions Americas Group

Valdez, Yolanda Volands Valdez Senior Office
Manager

800 Utah D:OT, OMZE Office Mansgement Department

Click the View Roster button, the screen will refresh and the Class Roster (Session List)

will display in the bottom section.

Session List it BA

a ID Actions Name Employee ID Course
[ 2338153  Hoursfs |Reqd Unitsl2 |Req2 Othersfs |Reqd ® Passed O Falled O MoShow O Complete O Skip = Evaluation y Cancel B JonesJenny  sandinstruct?9 | General Orientation
[ 2338155 Hoursls |Req4 Unitslz_|Req2 Othersla_|Req4 ® Passed O Falled O NoShow O Complete O Skip o Evaluation  Cancel B SatoYumiko  YumikoSato g General Orientation
[ 233854  Howsls |Reqd Unitslz|Reqi2 Othersfa |Reg4 ® Passed O Falled O NoShow O Complete O Skip i Evaluation ) Cancel B SmithBob  standarduser?? gy General Orientation
O 233815 Hows[s |Reqd Unltslz |Req:2 Others{s |Reqd ® Passed O Falled O MoShow O Complete O Skip = Evaluation y Cancel W TorresYolanda  YolandaTorres gy General Orientation
[ 2338157  Howsfs |Req4 Unitsf2 |Req:2 Othersfs | Req:4 ® Passed O Falled O NoShow O Complete O Skip = Evaluationy Cancel B ValdezVolanda YolandaValdez g General Orientation

For Additional Roster Functions including updating user status, see the Learning Objects Tab Section.
Overview Tab — Instructor View — Learning Object List

The default view of the bottom section of the Instructor View of the Overview tab is the Learning Object
List displaying “My Courses (Instructor)”’. This is a listing of all the Courses for which you are listed as an
instructor on at least one of the associated class instances.
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Learning Object List
£ D Course Number Name
14592 Course for Instructor Evaluation
14593 Course with Evaluation and Comments
14550 Defensive Driving
13672 General Orientation
14587 aa=lll Test July 30121
14588 aaalll Test July 30 1333
14596 Test Presh Course

Disining el =be
Student Count Type Class Count Delete
4 [+ AView(l)
2 a BView(l]
5 L View(12]
278 [ 4] AView(d)
g View(l)
43 BView(l)
L4 AView(l]

There are a number of options to help find the specific course 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.

Sort by Course Name - Ascending

Sort by Course Name - Descending

Learning Object List

o B8] Course Number

14592

Mame

Course for Instructor Evaluation
14593 Course with Evaluation and Comments
14550 Defensive Driving

13672 General Orientation

14587 aaalll Test July 30 121

Learning Object List

£+ 1D Course Number

14596

Name

Test Presb Course

14588 aaalll Test July 30 1333

14587 aaalll Test July 30121

13672 General Orientation

14550 Defensive Driving

Filter the list by clicking on the Filter (magnifying glass icon)

£ I 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

AIABCDEFGHIJKLMHNOPQRSTUV W XY Z Other

Learning Object Mame v” Search

|| seareh |

Learning Object Name
Course Mumber

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

WEBT Type
Category
Created By

The Learning Object List will refresh with the listing narrowed by the selected criteria.
After finding the desired course, there are a number of options:
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Learning Object List Displaying

[ new | = £
Q 1D Course Number Name Student Count Type Class Count Delete
13672 / General Orientation 278 L} gvkw:s:
Click the View link to view the
Click in the row of the course to Learning Object Learning Object Instance List (see
(Course) Details (See Learning Object tab section). next section)

LEARNING OBJECT : GENERAL ORIENTATION

= ca
Overviews Attributes Advanced
Overview
a The General Orientation is usually managed by either the Training Department
R Rl G = instnictich Couren or the Human Resources Department, with the Departmental Orientation by the
Department Head or first Assistant. while the specific Job Orientation can be
Name:* General Orientation Description:  carrjad out by an experienced and trained employee (trained on how to train).
Course Mumber:

Show List View
M (JCatalog
‘WBT Type:*

WBT URL:

Catalog Tree:*
Scorm Course:

Grading:" Pass / Fail only

Internal Information

Overview — Instructor View — 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).

Vo]
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Learning Object List Displaying [ New | =] o]

ﬁ D Course Number Name Student Count Type Class Count Delete
14592 Course for Instructor Evaluation 4 n AView(1)
14593 Course with Evaluation and Comments 2 a‘ AView(1)
14550 Defensive Driving 5 L] EView(12}
134672 General Orientation 78 ﬂ_ AView(3)
14587 a3alll Test July 30 121 * AView(1)
14588 aaalll Test July 30 1333 g AViewl1)
14594 Test Presb Course [} @View{1)

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 [ new | £xt | = | » RIS

ﬁ o] Start Datetime End Datetime Facility Students Roster Instructor Type Status ~
29233 12/31/2099 12:30:00 AM 12/31/2099 2:15:00 AM Center for the Arts - Center for the Arts % Add(5/0) Yviewis) it Glorgio Campo... 4] Scheduled
29214 9/7/2017 8:30:00 AM 9/7/2017 11:30:00 AM Health & Human Services - Human Serv.. LAG(1/0) 3 pant  Shaunte Penn [ Scheduled
29213 8/31/2017 8:30:00 AM 8/31/2017 11:30:00 AM Health & Human Services - Human Serv... 3, Add(2/0} o Viewiz) Pt Shaunte Penn [ Scheduled
297112 8/24/2017 8:30:00 AM 8/24/2017 11:30:00 AM Health & Human Services - Human Serv.. 5 Add(0/0} LView Shaunte Penn o Scheduled
29211 8/17/2017 B:30:00 AM 8/17/2017 11:30:00 AM Health & Human Services - Human Serv... 4 Add(0/0} aView Shaunte Penn & Scheduled
29210 8/10/2017 8:30:00 AM 8/10/2017 11:30:00 AM Health & Human Services - Human Serv... tp Ael(0/0] LView Shaunte Penn o Scheduled
29209 8/3/2017 8:30:00 AM 8/3/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(0/0} WView 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} 4 View{ 1) Print Shaunte Penn [+ 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 [+ Scheduled
29206 7/13/2017 B:30:00 AM 7/13/2017 11:30:00 AM Health & Human Services - Human Serv.. 2L AdA[0/0} HView Shaunte Penn [} Scheduled
29205 7/6/2017 8:30-00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv.. T Add(1/0} L View{1} Print Shaunte Penn [ 4 Scheduled
29204 6/29/2017 8:30:00 AM 6/29/2017 11:30:00 AM Health & Human Services - Human Serv.. 5 Add(0/0} LView Shaunte Penn 13 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.

| Sort by Start Datetime - Ascending Sort by Start Datetime - Descending

10
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Learning Object Instance . .

Learning Object Instance
£+ D Start Datetime

£+ 0 Start Datetime
29174 12/1/2016 B:30:00 AM

29233 12/31/2099 12:30:00 AM
27408 12/2/2016 9:00-:00 AM

29214 947/ 2017 B:30:00 AM
LLARLY, 12/3/2016 8:30:00 AM 29213 8/31/2017 8:30:00 AM
29175 12/8/2016 B:30:00 AM 29212 8/24/2017 B:30:00 AM
28923 12/8/2016 9:00:00 AM 29211 8/17/2017 8:30:00 AM
27409 1249 /2016 9:00-00 Ab 29210 B8/10/2017 8:30:00 AM

: o . - 1 »]
Filter the list by clicking on the Filter (magnifying glass icon) . Use the drop down box to selector

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

x
AlABCDEFGHIJKLMNOPQRSTUV W XY Z Other
Start Date Greater Than v|| 12/1/2014| X | [ seaeen |

x
ﬁ]l.ﬂuBC%FGHIJKLMMOPQHSTU?WMYEDther

| Search | | Search |
T Start Date Greater Than e o
End Date Greater Than
29205 7/46/2017 8:30:00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv... x Add(1/0} 3, Viewd1) Print Shaunte Penn u Scheduled

/

Click the Add link to add
users to the course instance

Click the View link to view the Roster

Click in the row of the instance to (Session List) / Click Print Roster to

view instance details

create a printable Roster Report.

The Learning Object List will refresh with the listing narrowed by the selected criteria.
Learning Object Instance — Details (See Learning Object Section).

11
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Depending on your permissions, you may have access to view, edit or create LOI details. From within
the prepoluated screen, you can review information for the different elements by clicking on the

Instance section links: Attributes, Selctors, Recurring and Resources.

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
Attributes Selectors Recurring
Learning Object Instance Dates Header
tobaes —
Time Zone:*  [Pacific Time  [w End Time:*
Available Dates
dded Start Date End Date
v 12/23/2016 9:00 AM 12/23/2016 1:30 PM
Dates Options
Start Date Time: End Date Time:

Format: MM DD/ VY ¥Y HAMM AM

Learning Object Instance Details

Reom:*  Innovation - Central - Magnet Central

Max Students:*  [500 |

Min Students: | ‘

Sign In/Out:

Cut Off: Cutoff Hol.'s|:|

)

Manual Availability:
Advertisement Only:
Featured:

Prevent Transcript Launch:

Allow Reprint Certificate:

I3 C5 B3

Resources

9:00 AM V]
1:30 PM ﬂ

Time Zone

Format NGO VY'Y HFCMM &M or P

PRINT REPORT — Class Roster

5 z ¥ £1[1o |- [00% |+

Printable Class Roster

| _report. Click the Print
icon to print to..pdf file

Class Rost

Course Name: General Grisntabon

whichcambesent to the
" printer and brought to
class for attendance.

Location: Innavation - Cantral
Room: Magnst Central

Total Student Count: 9

CLASS DATE: 122318

Class Time: f00am  — i:30pm

Jones, Jenny sandinstructed Trainer |

C-CMRCPKWY IT - 120004 Commerce Phwy, 00100036 Informeation

Technology
Sato, Yumiko Yumiko Sato Wice President,
Marksting
890 Utsh DOT, S417 Sales & Marketing
Srmith, Bab standardused8 NURSE Jgitleman@leamsoft com

ASSOCIATE PRN

C-CMRCPKWY IT - 18000A Commerce Phwy, 00100936 Information
Technalogy

Yolands Torres St HR
Representative

Tames, Volanda

880 Utah DOT. HOZB HR Operstions Americas Group

Yolanda Valdez Senior Offica
Manager

Valdez, Yolanda

890 Utah DOT. OM28 Office Mansgement Department

Class Roster — Session List

12
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Session List

o

[1s]

2338153
2338155
2338154

2338156

] |G| (eal e ]

2338157

Actions
Hoursfa | Req:4 Units{2 | Req:2 Othersfa_ | Req:4
Hoursa | Req:4 Units{z | Req:2 Othersfa | Req:4
Hours:s | Req:4 Unitsiz | Req:2 Othersfa | Req:4
Hoursfa_| Req:4 Units{2 | Req:2 Othersfa_ | Req:4
Hourss | Req:4 Units{2 | Req:2 Othersfa | Req:d

Passed

Passed

Passed

Passed

Passed

[0}
o
o

8]

O Falled O

Falled O
D Failed O
Falled O

Failed O

Mo Show

Mo Show

Mo Show

Mo Show

No Show O

Complete

O Complete

O Complete
Complete

O Complete

o
o
0]
@]

o

Skip = Evaluation ¢ Cancel
Skip = Evaluation y¢ Cancel
Skip = Evaluation )¢ Cancel
Skip = Evaluation ¢ Cancel

Skip = Evaluation )¢ Cancel

Name Employee ID
W Jones Jenny sandinstruct9
W SatoYumiko  Yumiko.Sato

W Smith Bob standarduser99

W Torres Yolanda  YolandaTorres

W Valdez Yolanda Yolanda.Valdez

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

B General Orientation
W General Orientation
B General Orientation
B General Orientation

W General Orientation

Add / Remove Columns Displayed by using the Gear Icon 2 1o bring up a dropdown of available

additional

Session List

column...

eaf=1o]

=

Clan

[ Active

[ Department

O Type

[ Start Datetime
[JEnd Datetime
[ Facility
[IEnrall Date
[status

[] Attempted Enrol

Apply

®

| |Req:4 Units{2 | Req:2 Othersfa | Req:4
| |Req:4 Units{2_|Req:2 Othersfa | Req:4
| |Req:4 Units{z__|Req:2 Othersfa_ | Req:4
| |Req:4 Units]2 | Req:2 Othersfa | Req:4
| |Req:4 Units{z__|Req:2 Othersfa | Req:4

® ® ®

®

Il Date

Passed

Passed

Passed

Passed

Passed

0
o]
o
fo)

[e)

Falled O

Failed

Failed ¢

Failed

Failed

o

o

No Show O

Mo Show O
No Show O
No Show O

No Show

Complete

[s ]| (s

Complete
Complete

Complete

Q| 0|0

Complete

Skip = Evaluation y¢ Cancel

Skip = Evaluation )¢ Cancel

Skip = Evaluation p¢ Cancel

Skip = Evaluation y¢ Cancel

Skip = Evaluation p¢ Cancel

Name Employee ID
W Sato Yumiko Yumiko.Sato

| Valdez Volanda  Yolanda.Valdez
M Torres Yolanda  YolandaTorres
W Smith Bob standarduser99
W Jones Jenny sandinstruct??

Course

W General Orientation
W General Orientation
W General Orientation
W General Orientation

W General Orientation

.... check the box(es) of the coumns desired and click Apply. The screen will refresh with updated

columns.

Session List
a D
] 2338155
[0 2338157
[0 2338156
[ 2338154
[0 2338153

Actions

Hours{a |Req:4 Unitslz | Req:2 Othersis | Req:4
Complete O Skip = Evaluation y¢ Cancel
Hours{a |Req:4 Unitsz2 | Req:2 Others{a | Req:4
Complete O Skip = Evaluation s¢ Cancel
Hours{a |Req:4 Unitsz | Req:2 Othersia |Reqid !
Complete O Skip = Evaluation 3¢ Cancel
Hours{a |Req:4 Unitsz | Req:2 Others{a | Req:4
Complete O Skip @ Evaluation 3¢ Cancel
Hoursfa__|Req:4 Units2 | Req:2 Othersia | Req:4
Complete O Skip = Evaluation 3¢ Cancel

Passed

Passed

Passed

Passed

Falled

Failed

Failed

Failed

Failed

(o}

(o]

Q

<

o

No Show

NoShow O

No Show

No Show

Na Show

Name Emplayee ID Course Department f)l:::timc Facility
Y:mJS;l)o il O:ﬂg::;l gﬁutah DOT-- 12‘!23:":;;6 9200 :Iiovaticn-
Y:la:;]:sz T 0:;:;;1 gTﬂULah DOT-— u,fzg,;zallﬁ gon zl.iovahcn-
Y:h'::hm Volandk Torras Oze:;n:nr:l gTD-:-ULahDDT---HR 12‘.423,"‘:;69:90 Zliova(iun-

mShch suduusesy W OTI  NAT00A /a0t Mreion:

I Jones Jenny sandinstruct99 o:eg::: e 12‘-’23{3;69=°0 Satn

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

13
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o ID ; o ID
[0 2338153 0 2338157
[0 2338154 [0 2338154
O] 2338155 0O 2338155
[ 2338156 0O 2338154
O 2338157 [0 2338153

Do

Filter the list by clicking on the Filter (magnifying glass icon)#* k. Use the Letters to narrow down by
first letter of last name. Use the drop down box to selector filter option, enter search text and click
search to narrow results.

AlABCDEFGHIJKLMHOPQRSTUVY W XY Z Other

ow 0 Complete '_7 Skip = Eval

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

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

Learning Object

The Learning Object tab gives the Instructor full screen access to courses, instances and associated class
rosters for classes they teach (and other courses if permissions allowed).

By default, the majority of the screen will be taken up by the Learning Object List. If you have already
accessed the Overview tab — Instructor view, the Displaying view should be that of My Courses
(instructor) which provides a listing of the courses containing class instances for which you are an
instructor.

Overview Profile Search Analytics Learning Object Repares

Learning Object List Displaying [ rew | = | 2
ﬁ o] Course Number Name Student Count Type Class Count Delete A
14592 Course for Instructor Evaluation 4 2 EViewl1)
14593 Course with Evaluation and Comments 2 2 Aview(1)
14550 Defensive Driving 5 2 BView(12)
13672 General Orientation 278 :f‘ SView(3)
14587 aaalll Test July 30121 L+ AView(1)
14588 aaalll Test July 30 1333 2 aView(1)
14596 Test Presb Course :f‘ SViewl1)

If you have permissions, your Displaying dropdown may default to a different view or you can select
among different view choices:

14
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Displaying Option (if given Listing
permission)
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.
Online Active Displays only online-based courses that are in the active status.
Manual Displays only courses that are of the type “Manual Entry”.

My Courses (Instructor) Displays only courses for which the instructor is listed as an

instructor for at least one course instance.

There are a number of options to help find the specific course 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.

Sort by Course Name - Ascending Sort by Course Name - Descending
Learning Object List
£+ 1D Course Number Name
14592 Course for Instructor Evaluation
14593 Course with Evaluation and Comments
14550 Defensive Driving
134672 General Orientation
14587 aaalll Test July 30 121

Filter the list by clicking on the Filter (magnifying glass icon) =«

f. 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.

15
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AIABCDEFGHIJKLMHNOPQRSTUWVWXY Z Other

|Leaming Object Name V|| Search || Search |

Learning Object Name
Course Number

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

WEBT Type
Category
Created By

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

After finding the desired course, there are a number of options:

Learning Object List

[V ELEWIEE My Courses(Instructor) v m E n 1
Q o] Course Number Name Student Count Type Class Count Delete

13672

/ General Orientation 278 4] EViewld)

Click the View link to view the

Click in the row of the course to Learning Object Learning Object Instance List

(Course) Details

Learning Object Details

LEARNING OBJECT : GENERAL ORIENTATION

I3 R B

Overviews Atribustes Advanced

Overview

Leaming Object:*  Classroom Instruction Course The General Orlentation is usually managed by either the Training Department

o the Human Resources Department. with the Departmental Orentation by the
Department Head or first Assistant, while the specific Job Orientation can be

Name:* General Orientation Deseription:  carried out by an experienced and trained employee (trained on how to train).

Course Number:
Show List View

[ [JCatalog
'WET Type:*

WBT URL: Catalog Tree:*

Scorm Course:

Grading:* Pass / Fail only

Internal Information

Learning Object — 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 Displaying [ New | =] o]

ﬁ D Course Number Name Student Count Type Class Count Delete
14592 Course for Instructor Evaluation 4 n AView(1)
14593 Course with Evaluation and Comments 2 a‘ AView(1)
14550 Defensive Driving 5 L] EView(12}
134672 General Orientation 78 ﬂ_ AView(3)
14587 a3alll Test July 30 121 * AView(1)
14588 aaalll Test July 30 1333 g AViewl1)
14594 Test Presb Course [} @View{1)

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 [ new | £xt | = | » RIS

ﬁ o] Start Datetime End Datetime Facility Students Roster Instructor Type Status ~
29233 12/31/2099 12:30:00 AM 12/31/2099 2:15:00 AM Center for the Arts - Center for the Arts % Add(5/0) Yviewis) it Glorgio Campo... 4] Scheduled
29214 9/7/2017 8:30:00 AM 9/7/2017 11:30:00 AM Health & Human Services - Human Serv.. LAG(1/0) 3 pant  Shaunte Penn [ Scheduled
29213 8/31/2017 8:30:00 AM 8/31/2017 11:30:00 AM Health & Human Services - Human Serv... 3, Add(2/0} o Viewiz) Pt Shaunte Penn [ Scheduled
297112 8/24/2017 8:30:00 AM 8/24/2017 11:30:00 AM Health & Human Services - Human Serv.. 5 Add(0/0} LView Shaunte Penn o Scheduled
29211 8/17/2017 B:30:00 AM 8/17/2017 11:30:00 AM Health & Human Services - Human Serv... 4 Add(0/0} aView Shaunte Penn & Scheduled
29210 8/10/2017 8:30:00 AM 8/10/2017 11:30:00 AM Health & Human Services - Human Serv... tp Ael(0/0] LView Shaunte Penn o Scheduled
29209 8/3/2017 8:30:00 AM 8/3/2017 11:30:00 AM Health & Human Services - Human Serv... % Add(0/0} WView 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} 4 View{ 1) Print Shaunte Penn [+ 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 [+ Scheduled
29206 7/13/2017 B:30:00 AM 7/13/2017 11:30:00 AM Health & Human Services - Human Serv.. 2L AdA[0/0} HView Shaunte Penn [} Scheduled
29205 7/6/2017 8:30-00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv.. T Add(1/0} L View{1} Print Shaunte Penn [ 4 Scheduled
29204 6/29/2017 8:30:00 AM 6/29/2017 11:30:00 AM Health & Human Services - Human Serv.. 5 Add(0/0} LView Shaunte Penn 13 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.

| Sort by Start Datetime - Ascending Sort by Start Datetime - Descending

17
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Learning Object Instance . .

Learning Object Instance
£+ D Start Datetime

£+ 0 Start Datetime
29174 12/1/2016 8:30:00 AM

29233 12/31/2099 12:30:00 AM
27408 12/2/2016 9:00:00 AM

29214 9/7/2017 8:30:00 AM
el 12/3/2016 8:30:00 AM 29213 8/31/2017 8:30:00 AM
29175 12/8/2016 8:30:00 AM 25212 8/24/2017 8:30:00 AM
28923 12/8/2016 9:00:00 AM 29211 8/17/2017 8:30:00 AM
27409 12/9/2016 9:00:00 AM 29210 8/10/2017 8:30:00 AM

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

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

=
Al ABCDEFGHIJKLMNOPQRSETUWV W XY Z Other
Facility | Search || m|

EFETSET— Start Date Greater Than e OGRTFEAT el

End Date Greater Than

x
ﬁ]l.ﬂuBC%FGHIJKLMMOPQHSTU?WMYEDther

| Search | | Search |
73 Start Date Greater Than | mrperm 7
End Date Greater Than
29205 7/6/2017 8:30:00 AM 7/6/2017 11:30:00 AM Health & Human Services - Human Serv... x Add(1/0} 3, Viewd1) Print Shaunte Penn u Scheduled

/

Click the Add link to add
users to the course instance

Click the View link to view the Roster

Click in the row of the instance to (Session List) / Click Print Roster to

view instance details

create a printable Roster Report.

Learning Object Instance — Details (See Learning Object Section).
The Learning Object List will refresh with the listing narrowed by the selected criteria.

18
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EARNING OBJECT INSTANCI

Attribates
Learning Object Instance Dates Header

LO Dates® (12/28/2016

Selectors Recurring

Resources

Start Time:* |9 00 AM v

1:30 PM ﬂ

Time Zone

Time Zone:* IPacilicTJmc v End Time:*
Available Dates
ndded Start Date EndDate
v 12/23/2016 9:00 AM 12/23/2016 1:30 PM
Dates Options
Start Date Time: | End Date Time:

Format: MM/DD7YTTY HHM AM or P

Learning Object Instance Details

Room:*  Innovation - Central - Magnet Central

Max Students:* 500

Min Students: |

Sign In/Out:

Cut OFf:

Cat OF Hous :l

PRINT REPORT - Class Roster

Manual Availability:
Advertisement Only:
Featured:

Prevent Transcript Launch:

Allow Reprint Certificate:

Format: MM/DO/¥VYY HHEMM AM or P

Printable Class Roster

| report. Click the Print
icon to print to .pdf file

=}
— ~
fa Main Report |
2 W-
d4iRtessapd brought to
- class for attendance.

Course Name: General Orientation
Leocation: Innovation - Central
Reem: Magnet Central
Total Student Count: 3
CLASS DATE: 1212318
Class Time: &00am — 1:30pm
Jones, Jenny =andinstructdd Trainer |
C-CMRCPHWY IT - 130004 Commerce Pkwy. 00100035 Information
Technology
Sato, Yumike Wumiko Sato Vice President,

Marketing
280 Utah DOT, S&17 Sales & Marketing
Smith, Bob standardus=rdd NURSE jpittlerman@learnsaft com

ASSOCIATE PRN
C-CMRCPKWY IT - 180004 Flwy, 001000;
Technology
Tares, Yolanda Yolanda.Tarres. Staff HR

Representative
200 Utsh DOT, HOZE HR Operations Americas Group
Waldez, Yolanda olandaValdez Senior Office:

Manager
880 Utah DOT, OM28 Office Management Depariment

(V]

Class Roster — Session List

Session List

-ﬁ [s] Actions Name Employee ID Course
[J 2338153  Hoursla |Req:d Units{2 |Req:2 Othersfs |Req:d ® Passed O Falled O NoShow O Complete O Skip = Evaluation y Cancel W JonesJenny  sandinstructy? gy General Orientation
O 2338155  Hoursfa | Req:4 Units{z |Req:2 Othersfa  |Reqd @ Passed O Falled © MoShow O Complete O Skip = Evaluationy Cancel W Sato Yumiko Yumiko Sato W General Orientation
O 2338154  Hoursls | Req:4 Units{z |Req:2 Othersla |Req:d @® Passed O Falled O MNoShow O Complete O Skip = Evaluation i Cancel W Smith Bob standarduser? g General Orientation
[J 2338156  Hoursla |Req:4 Unitsiz |Req:2 Othersis |Req:4 @ Passed O Falled O NoShow O Complete O Skip = Evaluation ) Cancel W TorresYolanda YolndaTorres gy General Orientation
O 2338157  Hoursfa | Req:4 Unitsiz  |Req:2 Othersfa  |Reqd @ Passed O Falled © MNoShow O Complete O Skip = Evaluationy Cancel W ValdezYolanda YolandaValdez gy General Orientation

19
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There are a number of options to help find the specific user session you wish to view:

Add / Remove Columns Displayed by using the Gear Icon LS to bring up a dropdown of available
additional column...

Session List BA

- Name Employee ID Course '~
»
g“” | |Req:4 Unitslz | Req:2 Othersfa |Req:4 ® Passed O Failed O NoShow O Complete O Skip s Evalustion y Cancel B SatoYumike  YumikoSato B General Orientation
Active
[ Department | |Req:4 Units{2_|Req:2 Othersfa |Req:4 ® Passed O Failed © NoShow O Complete O Skip = Evaluation ¢ Cancel | ValdezVolanda YolandaValdez gy General Orientation
O Type = = = ~ ~
OlStart Datstime | |Req:4 Units{2 |Req:2 Othersfa |Req4 @® Passed O Falled O NoShow O Complete O Skip = Evaluation )¢ Cancel M Torres Yolanda YolandaTorres g General Orientation
EE"" Datatima | |Req:4 Units{z_|Req:2 Othersfa |Req:4 ® Passed O Falled O NoShow O Complete O Skip = Evaluation % Cancel W Smith Bob standarduser9% gy General Orientation
Facility
[ Enroll Date | |Req:4 Units{z_|Req:2 Othersfa |Req4 @® Passed O Falled O NoShow O Complete O Skip = Evaluation p Cancel W JomesJenny  sandinstruct99 gy Gemeral Orientation
[Ostatus
[ Attempted Enroll Date
Apply

.... check the box(es) of the coumns desired and click Apply. The screen will refresh with updated

columns.
Session List o] =[]
e Employee ID Start w
1] Actions Name play Course Department Datetime Facility
O zmiss Hours{a _|Ree:4 Unitsz | Req:2 Othersfa |Req:4 ® Passed O Falled O NoShow O W Sato VumikoSatg M General UT--UhDOT--  12/23/2046 g:00  Ianovation -
Complete O Skip = Evaluation y¢ Cancel Yumiko : Orientation Sales... AM C..
H Req:4 Units: :2 Oth Req4 ® Passed O Falled O NoShow O ¥ / " ion -
0 2338157 oursla _|Req:a Unitsfz | Req ersfa | Req = alled © No )  Vildez Yolandavaidez M General UT---Utah DOT. 12/23/2016 9:00 IAnovation
Complete O Skip = Evaluation y¢ Cancel Yolanda Orientation Office... AM G
O 235 Hmﬂ:[l:hqﬁ Unitslz |Req:2 Othersis |Req:4 ® Passed O Falled O NoShow O m Torres VolandaTores M General UT--Utsh DOT--HR  12/23/2046 geo0 Innovation -
Complete O Skip = Evaluation yg Cancel Yolanda Orientation Op... AM C..
H Reg:4 Units: :2 Oth Reqd ® Passed O Falled © NoShow O / . 2
O 2154 oursfa_|Req:d Unitsz_|Req2 Othersis | Req ssed O Falle o 0 m SmithBob  standardusersy W Genemal MI—IT - 180004 12/23/201 5200 Innovation
Complete O Skip @ Evaluation % Cancel Orientation Comm... AM C..
[v— Hours{a |Req:4 Unitslz |Req:2 Othersla |Reqd ® Passed O Falled O NoShow O e el ] Gen,?ml NJ-=-IT - 18000A 12/23/2016 gz00 Innevation -
Complete O Skip = Evaluation 3¢ Cancel Orientation Comm... AM C..

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

Session List Session List

3 2 : & ID

= 2338153 O 2338157
O 2338154 O 2338156
] 2338155 O 2338155
O 2338156 O 2338154
O 2338157 O 2338153
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Filter the list by clicking on the Filter (magnifying glass icon)?
first letter of last name. Use the drop down box to selector filter option, enter search text and click

f. Use the Letters to narrow down by

search to narrow results.

x
AlABCDEFGHIJKLMHNOPQRSTUVYV W XY Z Other

ow ' Complete ') Skip = Eval

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

Click within the row of the desired session to see session detail information.

21



)e Learnsoft

LEARNING OBJECT SESSION Aunm Tran m

= Student Info

Mame:  Jones Joseph User IO 122529

Phone:  FOB7654321 Ni---Kedernen Bidg: pency ion A-KELEMEN-00100904

< Authorizer Infe
Busthorizer Name: Email:
Phore: Fan:
= Sesshon Into
c Learning System Video ‘5tart Date Time:
(LMS) s 3 36 the 3
tracking. 3nd roporting of trairing programs. classroom and anling ovens LA ] bl
«-loaming programe. and training content. 5
Istructonsh*
Duration:
Vendor:
Direction”
ot ADDRESS : OneLi
Locatian o LS« rango from systoms for managing iraining and educational rocords, to saftwarn for
P Conpants A
. R e LMS:
1/11/2010 4:45 PM (Enrolied. | Lo
L85 range from for managing far v
Ol Samtue i

| Actions
to bring up pop up box with a series of

Update the Roster by clicking the Actions button Actions
than can be taken:

%
‘ I Browse... ‘ | Print Roster | Update Roster | Cancel Enrollments | Email Pull\p\e UserUpload  Status: - Select Cme-;'\'/ Reason: - Select One » ﬂ l:l

*  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.

Email ®
EMAIL senp [ ©

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

Session List : 2017 CPI TRAINING  Exit | Actions | o [l
-a- 2 1D Actions Name Employee ID Course Type Enroll Date Status
O 580742 testuser102 testuser102 2017 CPI TRAINING L] 2/27/2017 10:33:35 AM Cancel

status will change to Cancel.
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* Change the Enroliment Status to Complete, No Show or Cancel - 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
No Show
Cancel

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 below. As per above, select
the User, click the Actions button, Select the Cancel Status and Click Update Roster.

SR - SelectOne-
' Employment Terminated
|: 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.

Bz

‘ | Browse... rint Roster rUpd}b!/Roster ‘ Multiple User Upload ~ Status: - Select One -%| Reason: - Select One - [v]
Cancel Enrollments @ / | 2 Status
ded ® No Show C lete O Ski 2017 CPI
Not Graded ® No Show () Complete _ Skip % ] s
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¢ m 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

Empl D
D Actions Name gpayes Cour
. 7 : A @ © Falled O
O zaseiss Hmrs.EI!kuA Units2__| Req:2 Othe @ ® Passed O Falled O NoShow O u sato Yumikosata M G
Complete O Skip = Evaluation 3¢ Cancel Yumiko Orient
H: : Req:4 Units: :2 Oth Reg:d ® Passed O Failled © NoShow O ¥
O zeis oursfa_|Req:4 Unitsiz | Req ersis_|Req ssed O Faile o  Valde: vl M0e
Complete O Skip = Evaluation ¢ Cancel Yolanda Orient
O a5 Hoursla_|Req:4 Unitsiz | Req:2 Othersia |Req:4| Message from webpage X

Complete O Skip = Evaluation 3¢ Cancel
Hoursfa |Req:4 Units2 | Req:2 Others{a | Req:4|

Complete O Skip & Evaluation 3¢ Cancel Are you sure, you want to delete this learning ohject session?

Hoursfa |Req:4 Unitsf2 | Req:2 Othersis | Req:4|
Complete O Skip = Evaluationsg Cancel

[] 2338154

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

Session List

&

[] 2338155

EVALUATION

CUSTOMER SERVICE

-

1o}

Actions

Hours{a |Req:4 Units|2 | Req:2 Otherslsa |Reqd @& P
Complete O Skip = Evaluation 3¢ Cancel

Zcursetiame: G Test March 10 2017 -2 Cvalustion Date
Imstructar{s):
V e KRiton
Kanrtetely
VeryReevart Rekvant  fUndecided |Not Relevan
1 s course was relevant to my Jeb. i = " Jeleiant
Mol Engh  Enoush R Froes Much
z Thve st i Ui crss wan il v i.\ " S Earigh
I o2
3 The maseria in this ¢ wat mpueetant ta s o oyt - Disagree
Yoo T o
4 [T reating evelaf ths cowrse was: < “: i #
® |® C 10 Lo
5 i ceusrus wias clasrly write, it - vl o Hagree
5 " Indecided o rengly
[ [This course was easy te read. s - Disagree
ooy Agree paree ]
7 IThis ccsmin v foo Tl P ! Pk D:" Dicagres
i = Kironely
samaghy dgrres igren e finagres
[ N achiwed the abjectiv af this couse. : 5 e Huagres
- Gy
Sswongly Apree paree Wndecided  Disagree
v N feamed a lat from this course. S Wy A g o

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.

Session List

: Test - ROMS

[« 3 ID Actions Name
O 580750 Not Graded ( Incomplete () Complete _ Skip i Checklist % Cancel m testuser102 testuser102
|
ROMS

Rows =

Cousse Namr: [Test - ROMS. Student Mame .W!QZ testuner 102
| = MNew Objectives
Delete 1D Compstency Objciive DueDate  Apgeoved  Complete  Lfch  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 '
X 2 Sample Skill 2 in cleaning wound. * Locate wound; * Clean and Sterilize; *Cover. I/6/2017  No Mo ¢

You may review completed information, or, if you are the Competency Validator (preceptor, approver,



)e Learnsoft

etc.), you may access specific competency info by clicking on the pencil icon in

Add Learning Object ROMS

ADD LEARNING OBJECT OBJECTIVE

Competency/Skill:

Student Comments:

zz o

Sample Skill 2

Metric: |

[IMetricTypeName
[IExplained
[Ipemonstrated
Metric Type: |[]verbalized

[Clobserved

Demonstrate proficiency in cleaning wound.
Behavioral Objective: * Locate wound; * Clean and Sterilize; *Cover.

Objective:

[IRrRead Policy
[Jcomputer assisted training

Due Date: [3/6/2017

Web Conference: ‘-_,;é;*

Approved: [ complete: []

Manager Comments:

PRINT REPORT - Class Roster

Print Roster

=]

== Find...

Main Report

Class Roster

Course Name: JG Test March 10 2017 - 2
Location: SEHC Sim

Room: Sim Skills Lab

Total Student Count: 1

CLASS DATE: 97

Class Time: 11:45 am — 300 pm
LEARMSOFT, LSGLM I=gim

CDC CDC, 100213550 Corp 15 Administration

Click the Actions button, then click the Print Roster
button to launch a Printable Class Roster report. Click
the Print icon to peftetreelprdf file which can be sent to
the printer and brought to class for attendance.
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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 (if permitted) students. You may use the scroll bar and Previous /
Next text links to view all the available options.

Criteria Result iy |
w Learning Object Name A
e - General Orientation
{ Type: Classroom Instruction Course Start: 6/1/2016 9:00 AM End: 6/1/2016 11:45 AM
Description:
Course Type
® Al General Orientation 2
~ Cl & Enroll Details
() Llassroom { Type: Classroom Instruction Course Start: 6/8/2016 9:00 AM End: 6/8/2016 11:45 AM
) Online Description:
O Event
-, Certification - General Orientation
{ Type: Classroom Instruction Course Start: 6/15/2016 9:00 AM End: 6/15/2016 11:45 AM
Description:
Advanced Search !
Gotowebinar Demo
l_-.l, Enroll Details
{ Type: Classroom Instruction Course Start: 6/10/2016 11:30 AM End: 6/10/2016 12:30 PM
Description:
l'_l Privacy Laws 101 v
- Tune: Clacsrnom Instriictinn Canrea Start 2/10/2014 5-00 AM Fnd- 2/10/2014 930 AM
99 Results (0 Selected) - Page 1 Of 7 Select All | Unselect All | Remove Selected | Remove Unselected

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

Iz
0

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

- 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. This will bring up details
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 4

LEARNING OBIECT INSTANCE

Please click Enroll button for enrolling in this learning activity.

-

Course Name: 2017 CPI TRAINING

You can also
Description: enr0|| yOUrSE If
bv clicking the
T [=]
Vendor: Enro" button
Barnes Jacob Start Date:  1/5/2017 8:00 AM EST
Bateman Stacy
Authorizer: |Blank Lisa K.
Butiehverth Melthaw 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 :
Lacation:

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

2017 CPI TRAINING

li :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

Enroll Details

Search Attendees / 2

USER LOOKUP. L]

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

Last Name: FrstName:[ ] widdleNames[ ] Employeer:[ |

User List o ecees o ]

[e] User ID Name Employee ID A
O 44284 McTestface Testy 95850

O 40172 Testemployee Taxupdate 95848

O 5 testuser102 testuser102

O 3 testmgr101 testmgr101

O 2 testuser101 testuser101 testuser101
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Use the Navigation, Sort and Search Features to find the desired users to add, then click on the checkbox
dd d
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).

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

* If permitted, you can also add a Deadline for the selected enrollments clicking the Actions
ions |

button “¢t 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.

Search Tab — Predictive and Keyword search

Criteria Free Text Field allows
you to enter keywords

Click the Search button
when ready to search

Catalog

Course Type
@ All

O Classroom «h W Select Course Type to
o) Online narrow results.

) Event

() Certification
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Criteria Resul
‘ 3 « w Learning '

| 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

Start entering
letters

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).

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

After all search criteria has been
entered, click the Search button
to display results.

Criteria Result
Learning Object Name
ACLS Course 1 w

m’ 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

29



)e Learnsoft

Search Tab — Advanced search

alendar View

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

pAcs |

e Click Advanced Search Arrow to
e T open Advanced Search Menu

o All allowing refined course lookup.
) Classroom

) Online

) Event

7y Certification
Advanced Search

Instructor

Blank Lisa K.

[Delaney Sandra "~
Dwrst Steve F
LEARMSOFT LSGLM d

Narrow to a date Range by
Dk itanas selecting Specific Date, then
® 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] [51] * 31— Monthly (default) View

Enroll / Details Link — Click to view course details.

+f) First AIdCPR - Infant & CPR/AED - Adult & Child ~ You can click Enroll from the details page to
§A:00 AW =130 AM.C5T): Roon - Centl 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

L .
[«] | Felinian 2013 “El F selection of any month over the next year.

List View Link — Returns you to default list view
ks 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 accessing the tab you will be presented with Analytics
graphics that pertain to you as a User. To access the Instructor Analytics, click
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MY INSTRUCTOR DASHBOARD

— Evaluation

BB Instructor Average

I v von Click the Emails button to directly
email LMS users or others while
reviewing analytic data

THE Loy, How a1 H0W e 4, SHOWED ) THE Dy
o P TR ARGt e e VS0 a A ST

I N
e USED Tyak USED g turse trucy oF

EQUEATION O 1,0
TE KNNOveL ¢ COURs

Click the Report
icon (if available) Use the arrows to
to bring up navigate to
associated report previous / next
and drill down to Analytics graphic.
specific dept or
user data
3 | ;'_':'nd.. 1 Doy '1 af5 - ;_iuoh SAP CRYSTAL REPORT ~
NSTRUCTOR DASHBOARD Ez e meot |
Instructor Evaluation Rating Report
Instructor Name: Petla, Dheeraj
THE PROPOSSED OBJECTIVES WHERE COVERED Rating Rating Score *  #0fRatings
THROUGHOUT THE COURSE
Fair 200 £ a2,
A g 5 Good 4.00 " 1
- ‘Il' T e Instructor Average Rating for this Question: 2.71
[ Organization Wide Average Rating: 2.82
THE MATERIALS PROVIDED TO THE PARTICIFANTS Rating Rating Score *  #0fRatings
WHERE USEFUL AND A GOCD AID FOR LEARNING
Average 3.00 * 1
Excellant 5.00 % 1
Poar 1.00 J 2
Instructor Average Rating for this Question: 2.43
Organization Wide Average Rating: 2.55
CAPTT Ter, YSED Toge P00 veas g 1 THE EXERSISES AND GAMES USED DURING THE COURSE Rating Rating Score  *  #0Of Ratings
THe Mmc-_-cEE:-’ALn;.-D"’; SUPPORTED THE LEARNING PROCESS
Average 3.00 * i
Fair 200 » 2
Good 400 % 1
Instructor Average Rating for this Question: 2.79
Organization Wide Average Rating: 2.43
THE INSTRUCTOR USED THE COURSE INFORMATICN Rating Rating Score . # Of Ratings
ADEQUATELY TO ENHANCE
Average 3 il s
Excellent 5.00 & 2
Instructor Average Rating for this Question: 3.99
Organization Wide Average Rating: 3.49
v
(§ THE GROUP ACTIVELY SUFPORTED THE LEARING Rating Rating Score *  #0f Ratings
< >

on the Group dropdown box and select Instructor.
Reports Tab

Click the Reports tab to access the Report List which displays a listing of reports enabled for use by the
Instructor and allowing the Instructor to query learning information required to successfully manage,
ensure compliance and provide report data about their classes.
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Overview Profile Search Analytics Leaming Object Reparts

Report List [New | = | o f

£+ ] Type

Standard
Standard
Standard

Standard

) o I o R

Standard

Name

Class Roster

Instructor Schedule

Past Due Courses Report
Student Listing

Student Schedile

Description

Class Roster

Instructor Schedule Report

Courses Due Past Due

This repart give all the student and is also group by selectors

Stident Schedule

Delete y

Report columns are sortable and the report Iookup. allows for quick finding of reports (especially if
multiple pages of reports are made available to Instructors.

x
AMIABCDEFGHIJKLMNOPQRSTUYVY W XY Z Other

Search

Reports — Selecting Data (Details, Filters / Selectors)

Click on the Report Name (or anywhere in the report row) to bring up the Report Page for the selected

Report.
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Report List
£ Type Marme Description
O Standard Class Roster Class Roster
O Standard Instructor Schedule Instructor Schedule Report

Standard Past Due Courses Report Courses Due Past Due

RevoRr: PAsT DuE Counses Reronr

= User Info Details

First Name: | AnyDate: @ paerainge O

Midelle Name: ‘ Start Date:

Last Name: | End Date:

Employee ID:

Employment Type:  Employee [
State: - Select One - [v]

I Selector

Add

Remave

Avallability:

Enter the details and use the filters / Selectors to refine the report and lookup the details you seek.

Any Date: ® Date Range

Certain filters will require selection of options —e.g.

Date filters will generally allow free text date entry (mm/dd/yyyy) or allow selection from a popup
calendar —e.g.
Start Date:

e
SMTWTFS
1

4 5 6 7 B

11121314151
18 19 20 21 22 2
25 26 27 28 29 30 31

Lookup Filters / Selectors will link to a lookup list where you can sort, filter and search for the desired

End Date:

choices.

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

LEARNING OBJECT LOOKUP

2. Sort, filter and search
[ raa eamng et | = | 2 | 4| ’

< roven | Hoxt to find the desired
objects.

Learning Object List

Name

] 14634 2016 - Become a Supervisor - Early Start Training n
4 14590 W1 FSRMORENYNT Care Unit Annual Competency ﬁ 3- CheCk the bOX to the
3 14542 CBO SBO Customer Service Ga Live Training 4] |e f these ObjectS.
14594 COMPETENCY TEST COURSEs e}
14592 Course for Instructor Evaluation n 4. Click the “Add”

button

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

box.

Defensive Driving

c Ebola Advanced Training Add
ourse:

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.

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.

Sort By - Mame ':-*:‘:' Drght x_-a [} x_:

= |':|Clrr' iration
=By | |_JLC|rI ng Cenber

[+ Bl (Jak

= B |:| [Jaz

= Bl O {Hdca

=& O ClFacility ¥1 Fra
Availability: 77 [0 (JHuman Resources FX1-HR

5@ [ o

[+ @ ,,__]E|.5|Ic-r Systems Solutions

= By |:| s

Reports — View, Print & Export

After entering any user data and using filters / selectors to narrow down report to the desired data, the
Instructor 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.
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If selecting to View Report, a new window will pop-up with the Report Information.

Enter text to search and
click theggarch icon

Dropdown to go to first / last page or

type in page # and click enter

3 & | [Fod &

T:ﬁ | Main Repart | [

Resize view

T / Prev page (page
Drill down 1and 2 only)
to deeper
NJ
data levels Kelemen Bldg
(if Emergency Room
) Registration[00100908]
available) Student: Petla, Dheeraj

Student: Admini, Sand

MeduRx Hospital
N10 - Medicine[00100618]
Student: Petla, Dheeraj

Courses

General Orientation
General Orientation

Courses

General Orientation

Courses Due Past Due

Due Date

0R/21/2016
002142016
Due Date

0D/21/20186

Status

Status

click the Export button.

Click the Print icon to Print the Report to a PDF where it can be sent to your printer. Select pages and

Ij

(® all Pages
() Select Pages
From: !

Tao: |

Print to PDF:

To export, click the Export icon...

&

..to open the Export dialog. Select a file format and page range, then click Export.
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Export S File Format:
| Crystal Reporis (RPT)
Rl e page| ¥ Cristal Reports (RET)
Crystal Reports (RPT) i ¥ PDE
Page Range: _ :: Microsoft Excel (97-2003)
@ Al Pages ii Microsoft Excel (97-2003) Data-Only
[ select Pages Microsoft Excel Workbook Data-only
From: | ] Microsoft VWord (97-2003)
To: Microsoft Word (97-2003) - Editable
Rich Text Format (RTF)
Character Separated Values (CSV)
Export XML
Help Tab
Help

If your LMS is configured with a Help Tab, Click the Help Tab Icon to access User Guides, Help
Documents and Videos in a separate window. Your organization may provide additional information.

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://Isglm703.learnsoft.com/LSGLM/ IMast

File Edit View Favorites Tools Help

age/MainT.aspx P~ @ ¢ || & ReacH % ) Task-Centric LMS Help € Task-Centric LMS Help

TESTUSERA TESTUSERA | LC

Overview Search Help



	INTRODUCTION
	OVERVIEW TAB – INSTRUCTOR VIEW
	Overview Tab – Instructor View - Overall Dashboard - Status Icon
	Overview Tab – Instructor View - Overall Dashboard – Metrics
	Overview Tab– Instructor View – Progress Report - Calendar
	Overview – Instructor View – Learning Object Instance List

	Learning Object
	Learning Object – Learning Object Instance List

	Search Tab
	Search Tab – Detailed Info & Enroll Users
	Search Tab – Advanced search
	Search Tab – Calendar search

	Analytics Tab
	Reports Tab
	Reports – Selecting Data (Details, Filters / Selectors)
	Reports – View, Print & Export

	Help Tab
	Log Out

