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INTRODUCING THE APTI-LEARN LMS

The APTI-Learn Learning Management System (LMS) is an interactive Web-based application used to
deliver training, track individual user progress, and report on training statistics to improve processes and
achieve training goals.

The LMS enables the right training to be delivered to the right people at the right time. It monitors
student participation, assesses student performance, and generates reports in a user-friendly format.

The features, screenshots, and names of certain items may not exactly match what you
see on the computer screen, depending on how the LMS has been configured.
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1 HOME

The Home page is the default page shown when users login. In order to access it from other locations in
the LMS, click the Home link on the top menu. The Home page displays a message that can be
customized by the administrator. It is also where students can access documents made available for
download by the administrator.

1.1 TRAINING CALENDAR

The Home page provides access to the Training Calendar. Students can view scheduled training classes
in a year-at-a-glance fashion. Links are provided to register for future courses, view class descriptions,
and contact training coordinators via email.

<< Prev 2012 Training Calendar Next >>

Important Note: Some dates and locations are listed as "TBA" or "to be announced.” Once final information concerning a course is available, we wil
update this page.

Classroom Courses:

Each course has a provider listed, and when registering for a course all students must first contact the course provider. Hyperlinks to provider Web
sites and e-mails have been listed below. Prospective students should go to the provider's Web site to obtain the phone number or e-mail address to
use to establish contact with the provider. Space in all classes is limited so early reqistration is always advised. Space allocations are determined by
host agency/institution, and APTI does not guarantee space in any course.

Links to course descriptions are provided when possible. There is a complete listing of all APTI Classroom courses at
http://www.epa.gov/apti/ catalog/ otccour.htrml.

Class Filter: [All Classes] -

September 2012

= Sponsoring e _
I T e

Regional Administrator

3-5 CARB 355 Advanced Inspector # Allowed: 25 phone: 303-278-9999 )
Monday - Wednesday Training R WESTAR # Enrolled: 4 Errail: Register
admin@emassist.com
\.ﬁ:ﬁrg « Alowed: 10 Regional Administrator
3-5 ) owed: Phone: 303-278-9999 ;
LArb APV and T and A Policy e
Monday - Wednesday CARB HPV and T and A Poli gi:Er x WESTAR # Enrolled: 4 Emaik . Register
View Map admin@emassist.com
18- 20 APTI 350 Asbestos NESHAP Marriot Hotel ~California Air # Alowed:25 Redicter
Tuesday - Thursday  Inspection and Safety Procedures Denver, CO  Resources Board  # Enrolled: 8 Emaik . g
; . CAE 5C - -
24 -26 APTI 418 Control Of Nitrogen Oxide & -~ # Allowed: 30 )
P Springhill Metro 4 - SESARM Phone: Register
- i ] h . .
Monday - Wednesday Emissions (1999 Columbia, SC # Enrolled: 1 Ermai:
Users can filter the list using the Class filter drop-down list.
Class Filter: [All Classes] -

All Classes

150 CenSARA

APTI 345 Emission Capture and Gas Handling System Inspection
APTI 350 Asbestos NESHAP Inspection and Safety Procedures
APTI 415 Control Of Gaseous Emissions (1999)

APTI 418 Control Of Nitrogen Oxide Emissions (1999)

APTI 427 Combustion Evaluation (1980)

APTI 435 Atmospheric Sampling (1983)

APTI 444 Air Pollution Field Enforcement (1990)

APTI 445 Inspection Of Particle Control Devices (2003)

CARB 100.2 Visible Emission Evaluation (VEE) Night Certification
CARB 101 Uniform Air Quality Training Program (JUAQTP)

14
Thursday

9-12 # Allowed: 30
Mo - Thieres | S2RB 104 Unfform A Qualty MARAMA 7 Alowed 30 phoe:
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To register for a class, click the Register under Actions in the course list.
NOTE: Only classes in the futureshow a Register link.

The system displays a message informing the student that an enrollment request has been submitted.
The stdent will receive an email confirmation once their enrollment has been approved by the
appropriate training coordinator.

Message from webpage &

Enroliment request has been submitted. You will receive email
l % confirmation from the training coerdinator once your enrcllment
request has been approved.

1.2 EDIT TEXT

The Edit Text option on the homepage allows administrators to change the text users see when they
access the home page.

Welcome!

This application provides you with access to various training courses and reference materials.
« Click the "Home" tab above to return to this page.

« Click the "Courses" tab above to view available training products.

« Click the "Course Materials” tab above to view various training documents.

s+ Click the "User Profile” tab above to update your user information.

1. Click Edit Text.

2. Enterin the desired message using the formatting controls, or switch to HTML view to enter HTML
directly.

3. Click Submit Changes when finished.

4. Close the window and the changes will appear on the home page.

Software Version 2.6; Document Version 2.0 Page 5
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turn off your pop-up blocker or add an exception for the website. Contact your IT

iz If the Edit Text window does not appear when you click the link, you may need to
department if you do not know how to add an exception or cannot do so.

Software Version 2.6; Document Version 2.0 Page 6
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2 MY TRAINING

Users can view all course activity using the My Training menu option. Users can view:

All Courses - A list of all available courses (both online and classroom training)
Recommended Training - Recommended training based on job functions
Scheduled Training — Classes the student is currently signed up for

Courses in Progress — Online courses that are already started, but not yet completed

Training History — Online and/or Classroom courses they have completed in the past.
Course evaluations and course certificates are accessed from this tab.

2.1 ALL COURSES

The All Courses tab displays all courses within the LMS and can be filtered by category. To view all
courses:

1. Select the All Courses tab under My Training.

m Home . User Profile ‘h’ My Training | gl Course Materials H Repoits i Administration
Home = U.5. EPA = My Training Expand <>
View Course Catalog (PDF)

All Courses ||Recomrnended Training | Scheduled Training | Courses In Progress | Training History

Filter by Category: All Categories
Insructon Type category Subcategory
150 CenSARA Classroom Other

RegLs‘ter
APTI 345 Emission Capture and Gas . (°
Handling System Inspection Classroom Inspection & Enforcement Register
APTI 350 Ashestos NESHAP Classroom Air Toxics / Hazardous Air Ve
Inspection and Safety Procedures Pollutants Reqister
APTI RE: 100 Basic Concepts In . .
Environmental Sciences Cre Citte @ L
APTI RE: 100 Basic Concepts In
Environmental Sciences - Module 1: Online Introduction to Air Polution @ Launch
Basic Concepts

2. You can also click the View Course Catalog (PDF) to view the official course catalog
published periodically by the training committee.

m Home Q User Profile ‘h’ My Training El".._l Course Materials ﬂ Reports i
Haome = U.5. EPA = My Training

|'u’iew Course Catalog [PDF]l

| All Courzes | Recommended Training || Scheduled Training | Courses In Progress | Training History

3. Optionally, select the Filter by Category drop-down menu to view a subset of courses by
category.

Software Version 2.6; Document Version 2.0 Page 7
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4. Click Launch to open an online course.

All Courses || Recormmended Training | Scheduled Training | Courses In Progress | Training History |

Filter by Category: All Categories -

Course Name Instruction Type Category Subcategory Action
APTI RE: 100 Basic Concepts In . .
Environmental Sciences T T @ EmEt
APTI RE: 100 Basic Concepts In
Environmental Sciences - Module 1: Online Introduction to Air Polution A Launch

Basic Concepts

APTI RE: 100 Basic Concepts In
Environmental Sciences — Module 2: COnline Introduction to Air Polution A Launch
Characteristics Of Gases

APTI RE: 100 Basic Concepts In

Environmental Sciences — Module 3: Online Introduction to Air Polution @ Launch
Characteristics Of Particles

5. Click Register to sign up for a class.

All Courses || Recommended Training || Scheduled Training || Courses In Progress || Training History |

Filter by Category: All Categories -

Course Name Instruction Type Category Subcategory Action

150 CenSARA Classroom Other (0
Register

APTI 345 Emission Capture and Gas . (o
Handling System Inspection Classroom Inspection & Enforcement Register

APTI 350 Ashestos NESHAP Classroom Air Toxics / Hazardous Air Ve
Inspection and Safety Procedures Pollutants Register

APTI 380 Fugitive Source Inspection Classroom TTLIEE S_amp_llr‘lg and {o
Monitoring Register

6. This will open the training calendar window from which the student can locate a particular
course date and submit a registration request.

Class Filter: APTI 350 Asbestos NESHAP Inspection and Safety Procedures -
August 2012
[ Date | Course Title Sponsoring Agency| Availability | Contact ___[Register]
6-9 APTI 350 Ashestos NESHAP Marriot Hotel NCOA (Counclon  # Allowed: 350
Monday - Thursday Inspection and Safety Procedures  Denver, CO  Aging) # Enrolled: 0 Ermail: '
Houston - .
7-10 APTI 350 Asbestos NESHAP # Allowed: 1
e n TCEQ 1.5, EPA i Phane:
Tuesday - Friday Inspection and Safety Procedures Houston, TX # Enrolled: 1 Erai:
September 2012
[ Date | Course Title Sponsoring Agency| Availability | Contact ___[Register]
18- 20 APTI 350 Asbestos NESHAP Marriot Hotel Calfornia Air # Allowed: 25 . -
Tuesday - Thursday  Inspection and Safety Procedures  Denver, CO Resources Board # Enroled: 8 EE-DEIHE Redister

2.2 RECOMMENDED TRAINING

The Recommended Training tab displays a list of online and/or classroom courses that have been
associated with the student’s job function(s). The Selection Criteria column conveys the relevant job
function that each course addresses. Similar to the “All Courses” page, online courses can be launched
and registration requests can be made from the provided links.

Software Version 2.6; Document Version 2.0 Page 8
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The status column displays the course status, and the student can register for or open the course using
the options in the action column.

All Courses | Recommended Training || Scheduled Training | Courses In Progress | Training History |

The following courses are recommended based on your user profile.

Course Instruction Type Selection Criteria Status Action
APTI 415 Control Of Gaseous Functional Areas : Planning/ )
Emissions {1999) ST Regulation Development e & Register

Functional Areas : Emissions
Cnline Estimation & Inventory completed [A] Launch
Development

APTI SI: 300 Introduction to
Air Pollution Toxicology

B A Bl B Functional Areas : Planning/

Emissions From Leaking Cnline Regulation Development completed LA| Launch
Process Equipment

APTI SI: 437 Air Pollution : Functional Areas : Planning/ .

Control Technology Series e Regulation Development inProgress 2 Launch

2.3 SCHEDULED TRAINING

“Scheduled Training” displays a list of classroom training courses for which this student is currently
registered. The Start and End dates detail the beginning and end dates of the course. The student can
use the status column to see if they are enrolled or if they are on the waiting list for the course. The
student can optionally un-enroll from classes using the “Un-enroll” button. Upon un-enrolling, emails
will be sent to both instructor and training coordinator.

All Courses | Recommended Training || Scheduled Training || Courses In Progress | Training History |

Course Location Start End Status
CARB 260 il Field Houston - TCEQ on Wait
¥ g U Il
Production (Houston, TX) 10/01/201210/05/2012 List nenro!
CARB HPV and T and A Westar Training Center On Wait
} ) g Unenrall
Policy {Ausitn, TX) R e List

APTI 418 Control Of

Nitrogen Oxide Emissions SAEZE-ZLinl

(Columbia,SC)

on Wait

; Unenroll
List

09/24/2012 | 09/26/2012

{1999)
APTI 350 Asbestos NESHAP
Inspection and Safety Marriot Hotel {Denver,CO) 09/18/2012 |09/20/2012 Enrolled Unenrall
Procedures
CARB HPV and T and A Westar Training Center On Wait

. . . Unenrall
Policy (Ausitn, TX) LolEL D el List
150 CenSARA 08/27/2012 | 08/29/2012 Enrolled Unenrall
CARB 101 Uniform Air Quality |NC DAQ Training Room On Wait

Unenrall

01/07/2013 01/09/2013

Training Program (UAQTP) (Raleigh,NC) List

2.4 COURSES IN PROGRESS

“Courses In Progress” displays a list of online training courses that the student has started, but not yet
completed. From this page they can view the courses they have started, view the time spent in each
course (Note: This is total time spent), and launch the online course, returning to the point where they
last left off . (Note: they can also launch the course from the All Courses and/or Recommended Training

Software Version 2.6; Document Version 2.0 Page 9
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pages. Regardless of where they launch it from, if they’ve previously started the course, they will always
return to the spot where they last left off).

All Courses | Recommended Training | Scheduled Training || Courses In Progress || Training History |

ENFREES IR Last Date Accessed Status

(HR:MIN:SEC)

APTI RE: 100 Basic Concepts
In Environmental Sciences

APTI RE: 100 Basic Concepts
In Environmental Sciences - |00:00:53 8/22/2012 9:41:18 AM inProgress [A] Launch
Module 1: Basic Concepts
APTI SI: 105 Introduction To
Air Pollution Control

APTI SI: 303 Chain-0Of-
Custody

APTI SI: 437 Air Pollution
Control Technology Series

APTI SI: 476B Continuous
Emission Monitoring Systems
- Operation And 00:19:44 8/22/2012 11:14:56 AM inProgress [A] Launch
Maintenance Of Gas
Monitors

00:05:16 8/24/2012 §:02:33 AM inProgress [A] Launch

00:01:36 8/21/2012 11:20:55 AM inProgress [A] Launch

00:01:42 8/15/2012 11:37:48 AM inProgress [A] Launch

11:33:33 8/9/2012 10:01:18 AM inProgress [A] Launch

2.5 TRAINING HISTORY

The Training History enables users to view all training completed to-date. From here, they can submit
course evaluations, print course certificates, and print a student transcript and report card.

All Courses | Recommended Training | Scheduled Training | Courses In Progress I Training Histurvl

Print Student Transcript | Print Student Report Card

Start Date | End Date Course H=0 e Status Er e Evaluation | Certificate
Type Completed

APTI 345 Emission Capture Ev Print

08/15/2012 08/15/2012 and Gas Handling System Classroom Passed - |
. Completed |Certificate

Inspection

APTI SI: 422 Air Pollution Self- Print
Reli s et Control Orientation Course Instruction Eamplcted Certificate

APTI SI: 417 Controlling Voc Self- Print
07/27/2012 07/27/2012 Emissions From Leaking Instruction Completed Certificate

Process Equipment

Software Version 2.6; Document Version 2.0 Page 10
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Click Print Certificate for the desired course.

All Courses | Recommended Training | Scheduled Training | Courses In Progress || Training History

Print Student Transcript | Print Student Report Card

Start Date End Date e Instruction Evaluation

e Status Completed Evaluation | Certificate

APTI 345 Emission Capture Print

08/15/2012 08/15/2012 and Gas Handling System Classroom Passed Certificate
Inspection —
APTI SI: 422 Air Pollution Self- Print

T O/ A (At Control Orientation Course Instruction TempeEt Certificate
APTI SI: 417 Controlling Voc Self- Not Print

07/27/2012|07/27/2012 | Emissions From Leaking Instruction Completed Required Certificate
Process Equipment

Click Complete Evaluation for courses they require an evaluation be completed (Note:

Many courses require an evaluation be completed prior to printing the course
certificate)

Click Print Student Transcript to access a list of the student’s completed courses.

All Courses | Recommended Training | Scheduled Training | Courses In Progress || Training History |

Print Student Transcript| | Print Student Report Card

Start Date | End Date Course D LEETT Status Lol Evaluation | Certificate
Type Completed
APTI 345 Emission Capture Print
08/15/2012|08/15/2012 and Gas Handling System Classroom Passed Certificate
Inspection =
APTI SI: 422 Air Pollution Self- Not Print
LTl DI elie Control Orientation Course Instruction EIrLiht lequiret Certificate
APTI SI: 417 Controlling Voc | o ¢ Not o
07/27/2012|07/27/2012 | Emissions From Leaking Instruction Completed Fmeirad Certificate
Process Equipment

Click Print Student Report Card to access a list showing how the student performed in
each completed course.

All Courses || Recommended Training ” Scheduled Training ” Courses In Progress || Training History |

Print Student Transcript | |Print Student Report Card

Start Date | End Date Course B Status B it Evaluation | Certificate
Type Completed
APTI 245 Emission Capture Eval Print
08/15/2012 08/15/2012 |and Gas Handling System Classroom Passed Completed Certficte
Inspection
APTI SI: 422 Air Pollution Self- Print
AU (WO Control Orientation Course Instruction Cemp o Certificate

APTI SI: 417 Controlling Voc Salf- Not Print
07/27/2012|07/27/2012 |Emissions From Leaking Instruction Completed T Certificate
Process Equipment

Software Version 2.6; Document Version 2.0
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3 REPORTS

The reports section in the LMS gives administrators the ability to pull a variety of reports to view user
data. With the exception of Training Metrics and Survey Results, each report uses the same interface for
customizing the data that is displayed. For reports that contain information about users, the fields in
the user profile will be represented as columns in the report to aide in searching for data.

Overview of Available Reports

e Online Courses(SI Training): The Online Courses report allows the administrator to view
the history of each available online course, and break down the information to show
every user that has accessed the course.

o Classroom Training: The Classroom Training report displays all classroom titles and all
the training events ever taught for each title. This report also allows the administrator
to view the students enrolled in the class.

e Users: The Users report displays every user in the system and allows the administrator
to view the users’ report card. This report also allows the administrator to edit a users’
profile.

e Evaluations: The Survey Results report shows the results for each survey created in the
system. Survey results are reported anonymously.

e Permissions: The Permissions report provides a list of users and their assigned roles.

e Training Metrics: The Training Metrics report displays the completion totals for each
course across the specified time range for the selected organization. The Training
Metrics page may also include a variety of graphs that breaks down course completion,
training time spent online, and classroom training.

A Many reports include more columns than indicated below. This is due to how the LMS is
configured. Additional columns typically match fields in the User Profile.

3.1 CUSTOMIZING THE REPORTS
Many reports allow for custom filtering and sorting of results. To use the customization feature:

1. Click the header labeled Customize Report to activate the customization options.
2. The Select Columns to Display area lists all the columns available in the report. Place a
check in the check box next to the column name to include it in the report.

Software Version 2.6; Document Version 2.0 Page 12
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Customize Report

Column

Select columns to display:
¥ Course Category ¥ Course Name [¥] course Type [¥] Organization [¥] Percentage

¥ Quarter

Filter results by:
Loaded fiter
MNumber of conditions 1 -

Course Category * LIKE v [

ISave Filter:

+| Students Assigned | Students Completed | vear
- Salact a Saved Fiter - -

Operand Value (Wildcard="3%" e.g. LIKE % Training%)

Save Filter

: Apply Customizations |

3. Select a number of conditions. Conditions are used to restrict the records that are included in
the report. If more than one condition is selected, there will be an AND/OR radio selection
between each. If AND is selected, the condition above and below must be met in order for the
item to appear in the results. If OR is selected, either condition can be met in order for the item

to show in the results.

Filter results by: T
Loaded filter |— Select a Saved Filter -- [*]
MNumber of conditions |3 [=]
Column Operand Value (Wildcard="%%" e.q. LIKE %Training%a)
|C{:urse Category |E|| LIKE IEH

© And @ or
|Course Category |E|| NOT LIKE EH

® and © or
|C{:urse Category El BETWEEN E”
Save Filter:
Name | [T Global

[ Apply Customizations l

4. Fill in each condition. Conditions have 3 items to set: Column, Operand, and Value.

The Column selected will be searched; the items available within this dropdown will vary
depending upon the available columns, and the current report.

Choose the Operand: LIKE, NOT LIKE, or BETWEEN. Choosing LIKE will look for items
including what is entered in the Value field. Choosing NOT LIKE will look for items that
exclude what is entered in the Value field. Choosing BETWEEN will create two value
fields to enter the lower and upper limit of a search value. For example, selecting a date
column and the between operand, then entering values of 1/1/2000 and 12/31/2012
will return results between January 1, 2000 and December 31, 2012.

Enter the value. Using a wildcard (“%”) before and/or after the value will allow the
search to return anything that contains the value. For example, if the value is entered as
“%Training%” results could include items like Environmental Training, Training Courses,
and Environmental Training Courses. If the wildcard is not inserted, and “Training” is
entered, only those records that equal “Training” would be returned.

Software Version 2.6; Document Version 2.0
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5. To save a filter for use at a later date, enter a name in the Name field. Checking the Global
checkbox will allow the filter to be used again. Click the Save Filter button and it will be saved
and appear within the “Loaded Filter” dropdown. In the future, selecting the filter will cause the
report to be automatically customized with the saved selections.

6. Click Apply Customizations.

7. The filtered report will be displayed.

3.2 EXPORTING REPORTS

Many reports can be exported to another file format for further data manipulation or record keeping. To
export a report:

Customize Report

Records per page: 300 - Print Viewing records 1-238 of 238

View History

1. Choose the format the report will be exported to from the drop-down list. Reports can be
exported to PDF, Excel, or Text.

a. PDF: Creates a PDF file of the reported data. The file can then be saved to your
computer.

b. Excel: Creates an Excel file (.xls format) for the data. Data can then be manipulated
using tools within Excel.

c. Text: Creates a delimited text file. This option is meant to be used to import the data
into another database.

3.3 OTHER FEATURES OF THE REPORTS

The section under the Customize Report area allows administrators to control how many records to
view per page. The drop-down list next to the Records per Page is preloaded with values that can be
selected to modify the results. If there are multiple pages of records, then page numbers will be
displayed next to the Records per Page drop-down list. This allows administrators to skip through pages
instead of going to the next page. The reports can also be sorted by a specific column by clicking the title
of the column. Clicking the column once will sort the records by the column selected in ascending order.
Clicking the column twice will sort the records in descending order. The Print option will allow the report
to be printed.

3.4 CLASSROOM TRAINING

The Classroom Training Report is used to view all Class Titles in the LMS and their scheduling history.
When the report is first opened, a list of all available Class Titles in the LMS is displayed. Clicking the
View History link causes the report to list all times at which that Class Title has been scheduled. From
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the View History report, a View Class link is available. Clicking View Class will load the Classroom
administration page for that class.

The following fields are available on the Classroom Training report:

e Class Title: Title of the class.
Course I1D: Unique ID assigned when the course is created.

Description: Description of the course. If there is no description, this column will be
blank.

e Is Active?: Selecting this column will show whether or not the course is currently active
in the system. Students can only enroll in active courses.
e Reference Number: This number is entered by the user when the course is created.

The following fields are available after selecting View History:

Date: When the class was scheduled.

Instructor: Who taught the class.

Organization: What organization the class is associated with (if applicable).
Location: Where the class was taught.

Max Class Size: The maximum number of students eligible to enroll.
Reference Number: The reference number of the class.

3.5 ONLINE COURSES

The Online Courses report is used to view the history and course details of each online course, and each
student who has taken the course. When the report is first opened, a list of all online courses is
displayed. Clicking the View History link will display records for students that indicate course activity.
From here, click the View Details link to see information about that user’s activity within that course.

The following fields are available on the Online Courses report:

Category: Category of the course.

Course I1D: Unique ID of the course.

Description: Description of the course.

Duration: The time it took to complete the course (hh:mm:ss).
Last Updated: The last time the course was updated.

Name: The name of the course.

The following fields are available after selecting View History:

Course Type: Type of course.
Completed?: Yes/No value that indicates if the course has been completed.

Latest Date Completed: The latest date the course was completed.
Course ID: Unique ID of the course.
Total Time Spent: The time the user spent in the course.
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e Course Name: Name of the course.
o Expiration Date: Date when course completion expires.
e Total Times Completed: The number of times the user completed the course.

After clicking view details, a list of course sessions for the user is displayed. The following fields are
available:

1. Completed?: Yes/No value that indicates if the course was completed during this
session.

2. Date: Date of the course session.

3. Time Spent: Duration of the course session.

3.6 EVALUATIONS

Once a student takes a survey, his or her results are recorded and reported within the Survey Results
report. All responses are recorded by organization. No user will be specifically cited unless they add their
name to a short response.

To view the results for a survey, select the survey from the drop down menu. Each question in the
survey is displayed with all responses.

Select Survey \ Course Assesment Form E|
Murmber of responses 12
Date of first response 7/26/2011
Date of last response 4/13/2010

Organization gﬁmnse
usMc() 11

On a scale from 1 to 5 with 5 being the most and 1 being the least, rate the amount of experience you had in this subject area prior to this
instruction:
Response type: Multiple Choice - Multiple Response (Check box

Response Response Count
[Mo Response] 12

1 0

2 0

3 ]

e ]

g 0

Comments, explanations, or recommendations

Response type: Short Response
Response Date Entered

[Mo Response] 4/13/2010 1:57:27 PM
[Mo Response] 6/30/2010 12:29:04 PM
[Mo Response] 7/20/2010 10:11:59 AM
[Mo Response] 7/28/2010 8:28:26 AM
[Mo Response] 8/6/2010 1:55:13 PM

3.7 TRAINING METRICS

The Training Metrics report is actually three reports condensed into one location; Course Completions,
Training Time Spent Online, and Classroom Training.
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Selected Time Period: 11/25/2008 thru 11/25/2009 [ Change Time Period
Show Organizations Directly Under: ALL INSTALLATIONS hd
f !q',"'._* ) =
-
Training Time Spent Cnline Classroom Training

The Selected Time Period and Show Organizations Directly Under options will adjust the settings for all
three reports.

Clicking the Change Time Period button will allow you to select any time period currently available in the
system. The longer the selected period, the longer it may take to load the reports.

Click each icon to review the corresponding report.

3.7.1 COURSE COMPLETIONS

Course Completions are displayed in four different charts.

e The first chart displays all course completions in the selected time period, with break
downs for Classroom and Online courses. This chart also has two buttons below it:
Course Detail and Student Detail. Clicking on either of these links will bring up a
separate report with specific details on what is being reported.

e The second chart displays all course completions in the selected time period broken down
by organization.

e The third chart shows only classroom courses taken during the time period broken down
by organization.

e The final chart shows only online courses taken during the selected time period and is
broken down by organization.

3.7.2 TRAINING TIME SPENT ONLINE
Training Time Spent Online shows information only for online courses. Each of the four charts in this

report shows the information broken down by organization into total hours, total hours by month,
average number of hours per student, and the average number of hours per student by month.

3.7.3 CLASSROOM TRAINING

Classroom Training shows information on classroom enrollments, schedules, and sizes for the time
period selected.

A If no data is available for the selected organization some charts may not display.
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3.8 USERS

The Users report is used to view user profile information and to access user report cards. The Report
Card shows courses completed and courses viewed for online courses, and completed courses for

classroom courses. From here, an administrator can print a completion certificate and transcript for the
user.

To access the report, click the Report Card link across from the user’s name.

Customize Report 3

Records per page: Print | Export To Viewing records 1-544 of 544

First Name Last Name Organization

Report Card
Randy Best Edit Report Card
David Xiong Edit Report Card
John Pawlowicz Edit Report Card
Ryan Esala Edit Report Card

Robert Saffel Edit Report Card

The user’s full transcript can be printed from the report card by clicking the Print Transcript link.

Individual certificates can also be printed by clicking the Print Certificate link next to each completed
course.

Print Transcript

Courses Completed

Customize Report

Records per page: Print | Export To | PDF E Viewing records 1-1 of 1
Course Category Course Description Course Name Date Completed Latest Time Spent Certificate
command Confined Space Entry Training 6.8.10 1 Confined Space Entry Training 1 7/26/2012 8:13:19 PM  00:00:00 Print Certificate

Course Views

Customize Report

Records per page: Print | Export To | PDF E Viewing records 1-1 of 1
Course Category Course Name Date Last Viewed Latest Time Spent Total Views
command Confined Space Entry Training 1 7/26/2012 8:13:19 PM 00:00:00 1

3.9 TRAINING METRICS

The Users report is used to view user profile information and to access user report cards. The Report
Card shows courses completed and courses viewed for online courses, and completed courses for

classroom courses. From here, an administrator can print a completion certificate and transcript for the
user.

The Training Metrics page allows administrators to easily gather training completion data for ever
course in the system for specified Organizations and at a specified date range.

To pull a report of training completion:

1. Select the month and year from the Start Date drop-down lists.
2. Select the month and year from the End Date drop-down lists.
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3. Click the Organizations that apply.

Start Date October * 2012 -
End Date October * 2012 -

MCAGCC Twentynine Palms
MCAS Camp Pendleton
MCAS Miramar

MCAS Yurma (AZ)

MCB Camp Lejeune

MCB Camp Pendleton

MCB Hawaii

MCLE Barstow

MCMWTC Bridgeport

MCRD San Diego

b O O e T O ™ I I ™

[ Generate Report ]

Select the month and year from the Start Date drop-down lists.
Select the month and year from the End Date drop-down lists.
Click the Organizations that apply.

Click Generate Report.

Noua

After clicking Generate Report, the complete list of all the courses and the total number of completion
will display below based on the information entered. Clicking the Course Title under the Courses column
will redirect the administrator to either the Classroom Training Report or Online Courses reports page.
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Course Type Total
Air Qualty Online 1"
Aircraft and Helicopter Fueling and Defueling Online ]
Aircraft and Helicopter Refueling Online &
Aircraft Arresting Gear Online ]
Aircraft Deicing - Ethylene Glycol Online 5
Aircraft Equipment Maintenance Online E]
Aircraft Fluid Change Online 2
Aircraft Ground Support Equipment Q&M Online 2
Aircraft Parking Online ]
Aircraft Rescue and Firefighting Operations Online 2
Aircraft Takeoff and Landing Online 1
Agueous Film Forming Foam Systern O&M Ornline ]
Ashestos Online b1
Aviation Fuel Analysis Online 2
Backflow Prevention Ornline 2
Battery Recharging - Non-Lead Acid Online 4
Battery Replacement Ornline 5
Battery Replacement Online 5
Battery Storage Ornline E7)
Bilge Purmping Online 2
Biological Treatment Online 1
Bioremediation Operations COnline: 2
Bluing/Parkerizing Online 2
Boat Fueling Online 2
Boat Operation and Maintenance COnline: 4
Boat, Rarmp, and Dock Cleaning Online 4
Boiler Operations Online ]
Brake Replacement Online ]
Burnout Cwens COnline: 3
Business Plan Management Systermn (BPMS) Online 4
Capacitor Replacement COnline: 1
Chlorination - Swirmming Pools Online 2
Composting COnline: 2
Compressed Matural Gas Online ]
Controlled Burn Operations (Prescribed Burns) Online 1
Cooling Tower Corrosion Control Online 1
Defueling Online 1
Degreasing - Aerosol COnline: £
Degreasing - Agueous Solvent COnline: 12
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4 ADMINISTRATION

The available items within the Administration Menu will change depending upon the role of the user
accessing it. If access is required to other pages, please consult the head administrator for your system.

The following administrative pages may be available:

Certificate Signature: Used to upload signatures that will display on the certificates.
Classroom Training: Used to manage classroom training events.

Contacts: Assign contacts to organizations. These contacts receive training expiration
notices for students.

Course Preregs: Manage course prerequisites.

Create User: Create user accounts.

Data List Filtering:

Discussions: Displays all discussion threads active in the system.

Email Users: Opens an email message to a custom selection of users.

Merge Users: Merge two user profiles into one.

Online Courses: Adjust properties of online courses.

Organizations: Manage the organizational hierarchy.

Profile Lists: Manage data that is part of the User Profile and Training Criteria system.
Surveys: Manage surveys for delivery upon course completion.

Training Criteria: Manages training criteria rules used to create individualized training
plans.

Training Subscriptions: Manages reminders for students to complete their training plan.
UIC & Training Totals: Associate UICs, or another secondary identifier, with
organizations and manage the number of people assigned.

Unknown Organization: Provides a list of all Organizations that aren’t recognized in the
system.

Users: Modify user records and roles.

Video: Upload or remove existing videos.

4.1 MANAGE CLASSROOM TITLES/SCHEDULES

To schedule a new class or manage existing classes:

1. Select Manage Classroom Titles/Schedules from the Administration menu.
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im/al
1Hr Administration

Manage Classroom Titles/Schedules

Manage Classroom Enroliments

Manage 5I Training
Manage Course Materials

Manage Organizations

2. Click New to add a new class title.

« August 2012 £l Schedule New Class
Sun | Mon | Tue |Wed | Thu | Fri | Sat Class Title —Select a Class Title— ¥ | Edit |
29 30 3 1 2 3 4
Ref. Number | |
5 8 2 11
12 18 Start Date [08/26/2012 |

3. Enter the class information and click Save Class Title. The new class will appear in
the list of class titles.

4. To schedule a class, select the class title from the drop-down menu and enter
the pertinent class information.
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Schedule New Class

Class Title 150 CenSARA * Edit | New
Ref. Number |Introduction to Access 2010

Start Date |08/26/2012 M
Start Time 14 * : 00 -
End Date [08/26/2012 M
End Time 15 * : 00 -
Sponsoring Organization  CenSARA -
Location  Marriot Hotel * Manage

Max Class Size |25
Instructor  instruckor, instructor [EPA/APTI(), CenSARA(), Ar
Instructor #2  Administrator, Regional [EPA/APTI)]
Instructor #3  — Select a Value — -
Training Coordinator  Administrator, Regional [EPASAPTI()] -
Auto-Waitlist Enrollments

Disable Email Notification [
Signatures to Print on Completion e

Certificate

5. Click Save when finished. The class will display on the Training Calendar.

1

1

4.2 MANAGE CLASSROOM ENROLLMENTS
To manage classroom enrollments:

1. Select Manage Classroom Enrollments from the Administration menu.
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Home = U.5. EPA = Administration = Manage Classroom Enroliments Expand <>

Search Criteria <

'Search By: () By Class Name O By Instructor C By Sponsoring Organization
i | 150 CensARA ~|
'ﬁtxt Dat
® () Al future and 6 Months back ) All future and 1 Year back O Selected Dates ‘ ‘ thru |

H Auto Wait List Sponsoring ait

End Date Enrollments Location e _

| | Enrolments 150 8/27/2012 8/29/2012 U.5. EPA(), iz 2 0 io mio

| CenSARA | 12:00:00 AM  |12:00:00 AM CenSARA(Q) e m

+ Schedule

Waiting List =

2. Search for the scheduled class by class name, instructor, or organization. You can also
search by specific class date criteria.

g
g
g
g
13

'Search By: @ By Class Name () By Instructor () By Sponsoring Organization

150 CenSARA -

3. Click a class title or the Enrollments link to display students enrolled in that class.

Scheduled Classes (Click on a class title to display enrollments)

Auto Wait List Sponsoring Max # Wait
SEELTS Class SRR End Date Enroliments Agency Enroliment Enrolled Listed

Instructor

Location

Enrolments T
Schedule |CENSARA 12:00:00 AM |12:00:00 AM

mjo mjo

4. Click Add Students to Enrollment to add students to the class.

Enroliments for 150 CenSARA on 8/27/2012 12:00:00 AM (# Enrolled: 2)

ient | Email all Enrolled Students | Print Sign-In Sheet

¥rs in Pre-Test | Pre-Test

. ; ] Post-Test Evaluation
Actn)ns Student Name Email Agency ¥rs in Field Position | Completed  Score Notes

S Score Completed

| Remove Regional
: Ermgil | Administrator admin@emassist.com | [EPA/APTI()] .
i Remove | [EPAJAPTI(),
H ::i;:gg; instructor@emassist.com CenSARA(), -
| E Arkansas()]

[—ET—

5. Click Submit when finished.
6. Click Email All Enrolled Students to send email notifications to all students in the class.
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Enroliments for 150 CanSARA on 8/27/2012 12:00:00 AM (# Enrolled: 2)

Add Students to Enroliment || Email all Enrolled Students [|Print Sign-In Sheet

| Actions | Student Name Agency Vis in Field| Y in GostE || Lt

Evaluation
Position | Completed| Score S Completed
Remove
_— iz%?n";t‘mtm admin@emassist.com [EPA/APTI()] ] - o
mai
Remove [EPA/APTI(),
::i;aig; instructor@emassist.com | CenSARA(), B - &
Email Arkansas()]
( Save |

7. Click Print Sign-in Sheet to access a class roster.

Enroliments for 150 CenSARA on 8/27/2012 12:00:00 AM (# Enrolled: 2)

Add Students to Enroliment | Emai all Enrolled Students | Print Sign-In Sheet

| - ¥rsin Pre-Test | Pre-Test Evaluation
f Actions | Student Kame Agency | VrsinField| poGiion |completed|  Score Status Completed
Remove
Regional admin@emassst.com | [EPA/APTI(] 0O - =]
Ermail
Remove [EPA/APTI(),
etructor instructor@emassist.com| CenSARA(), sl - 0
Email Arkansas(]]
( Sawe ]

8. Click Save if any changes were made to the enroliments.
9. Click Add Students to Wait List to add students who are on the waiting list.

10. Enter any part of a student name or organization in the search box then select the
correct name from the search results.

11. Press Add Selected Student and then Submit to save the student to the waiting list.
12. Click Email All Wait List Students to send notifications to all students on the waiting list.

Waiting List for 150 CenSARA on 8/27/2012 12:00:00 AM (# Wait listed: 1)

iadd Students to Wait List | [Email all Wait List Students

Actions Date Added Student Name

Enroll [APTI LMS Admin
Remove 1 8/26/2012 2:53:00 PM Test Test (), California Ar

Email Resources Board]

¥rs in Field ¥rs in Curr Position

4.3 CERTIFICATE SIGNATURE

The Certificate Signature page allows administrators to upload signature files and assign the signature to
a specific Duty Station or Instructor.

To upload a signature image:

1. Choose whether the signature is for an Instructor or a Duty Station in the Associate With
section.
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Associate .
With @ Instructor ) Duty Station

Instructor -- Select an Ttem - -

File: Browse. ..

Signature |
Name

Signature |
Title

Select the Instructor or Duty Station from the drop-down list.
Click Browse and choose the signature image file.

Enter in the Name for the signature in the Signature Name field.
Enter in the Title of the signature in the Signature Title field.
Click Upload.

ok wnN

After uploading the image, the record of the signature will appear at the bottom of the page in the
Existing Signature Files section. In this area, administrators will be able to view the signature and delete
any record not being used.

Instructor Signature Title ‘;‘;‘i:n':t" =
Eigﬂ;;lstﬂtrgipﬁ E‘é:r?dltéatrgr[: Environmental Training Program Manager Dan Felkins Bohri Delete
Pat_249 by 50.jpg Dillow, Patricia  Environmental Training Coordinator Patricia Dilow  Dillow, Patricia Delete
My sign for ELMS.IPG Rﬁsf:';: EMS/CETEP Coordinator, MCAS Mirarmar ’ggg;i‘[;l Rﬁsf:';: Delete
chris_kost_sig.JPG ?A%S ULTE Egum;rtﬁgﬁrﬁrggg:nvgﬁgﬂ?nnat?;;mining \n and Christian Kost  User, End Delata
CETEP Sig 001jpg E‘r‘i:d"';“:;}ft CETEP Coordinator E;t“eg'“ * Lister, Doug  Delate

To view and delete signatures:

1. Click on the link under the File column to view the signature image.
2. Click on the Delete link on the right side of the signature record to delete the record.

4.4 CLASSROOM TRAINING

The Classroom Training administration page allows administrators to create new Class Titles, schedule
classroom trainings and manage student enrollment.

Students will receive email notifications when their enroliment status changes, when
information about a class changes, and if the class is canceled. Depending on LMS
configuration the instructor may be copied on these messages as well.
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4.4.1 CLASS TITLES
A Class Title is a course that will be scheduled and taught. To create a Class Title:

1. Click New next to the Class Title dropdown menu.

2. The Create Class Title window will

appear. Enter the Class Title. This is the

Class Title s

name of the course. aef. Number =

3. Enter the Reference Number if needed. .

4. Enter a description of the course. This is Description |
an optional field that will be displayed Months to expiration
to the user when they attempt to Cost (8)
register for the class. # of Hours

5. Enter the Months to Expiration if Centinuing Education Units (CEUs)
desired. This number will be the length Bxternal Provider
of time, in months, the user can go
without retaking the course, or being
reminded to retake the course. If a course is expired, it will show as such in the Courses
list.

6. Enter the Cost in dollars, the number of hours, and the number of continuing education
units (CEUs). These fields are optional.

7. If the course is offered by an external provider, check the External Provider checkbox.
This will make the course unavailable for daily/monthly scheduling, but allows users to
be given credit without having to schedule the class within the LMS. For more
information see External Courses.

8. Click Save Class Title. Close the window to return to the class scheduling interface.

Any of the existing Class Titles can be edited or deactivated. Editing the Class Title will update the
information for all scheduled instances of the Class Title.

1. Select the Class Title from the Class Title drop-down list.
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New Employee Orientation Course I=]|€dt | New

Ref. Number [12-0234

This 2 day course is a must for all new hires regardiess of status, The -
Description |new employee should attend this course within 0 -3 months of initial E
hire. =

saome (BT O
Start Time (08 {=]: 00 [=]

End Date [06/29/2012 0
End Time |16 »]:]o0 =]

Location [Bu%dmg 8
Max Class Size [12
Instructor | Le, Joey [Army National Guard

K11K1

Manager | Warren, Chrts [ Army National Guard
Disable Email Notification

2. Click Edit to the right of the drop-down list.

3. After clicking Edit, the Class Title Editor will appear. Update the appropriate fields and
Click Update Class Title to save the changes.

4. Clicking Deactivate Class Title will inactivate the Class Title. The Class Title will now
display in the drop-down list with “[Inactive]” next to the title. Inactive Class Titles will
not be available to students for registration.

4.4.2 SCHEDULING A CLASS TITLE

To schedule a Class Title and make it available for registration by students:

1. Select the desired Class Title from the drop down menu. The reference number and
description information will be filled in automatically.

2. Choose a start date and time along with an end date and time. The dates can be
selected by clicking on the calendar icon.

3. Select the desired organization if available. The list of available organizations is typically
restricted to just those that also indicate a geographic location. This value can then be
used by students to search for classes.

4. Enter a location. The location is meant to indicate a building or other physical location
at which the course will be taught.

5. Enter a numeric value for the Maximum Class Size. This will prevent students from
enrolling and instead place them on a waiting list once the value is reached.

6. Select an Instructor. The instructor may be carbon copied on email notifications to
students depending on the LMS configuration. If a desired instructor is not listed, it may
be necessary to assign that user to a role that includes the necessary permissions.
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7. If available, select the organization and instructor
.pe . . ope . « August 2012 »
certificate check boxes if the completion certificate is do [, -Tron [ 7ue [Wed | 1hu | ri | sat
include those signatures. Certificate signatures are [z 3 [sa [ |72 s | 4
controlled  from  the  Certificate  Signatures | 2> | ° |7 | & | ° | 101
s . 12 | 13 | 14 |45 16 | 17 | 18
administration page. 19 |20 |21 |22 |23 2425
8. Once you have entered in all the necessary information, 225 23? 2f 259 36” 3?1 :
press the Save button to schedule the class. It will Gicka date to view dasses.

appear immediately on the calendar to the left. B

The color of a day indicates that:
There are no classes scheduled on this day
Classes are scheduled on this day

TO Cancel a Scheduled Class: There are classes requiring finalization

All clazses have been finalized

Classes starting on 8/1:
|No classes scheduled.

1. Select the date from the calendar.
2. Select the class from the list that appears below the Calendar Legend.

3. Click the E icon to cancel the class.

4.4.2.1 CLASS MANAGER

This role has overall responsibility for the content and enrollment of the class. This is separate from the
instructor that is assigned to each and every scheduled instance of a class. The class manager will
automatically be copied on all email correspondence that the instructor currently receives. Class
managers are established on the User Management page by assigning a user to the “Class Manager”
role. Once assigned, these user names are listed in the Class Manager dropdown list shown on the
Classroom administration page.

4.4.3 UNIT TOTALS

The unit totals section allows either the instructor or the class manager to track the number of students
from a specified unit that don’t currently have an account registered in the LMS. This section helps to
keep training totals accurate.

Select a Unit Number ExpectedNumber Attended
| Q | Add

Training (Temp)(0) 15 0 Edit Remave

To add information to the unit totals:

1. Click the Unit Totals bar to expand the section if necessary.

2. Select the desired unit by clicking the magnifying glass. This will open another window.
Click on the desired unit then click the Select button.

3. Once the unit is selected, add the number expected (and the number attended if the
class has already occurred) and click add. The Number Expected field can be used to aid
in managing class size.

4. Once the unit totals are added, they can be edited, or removed by clicking the
corresponding link.
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4.4.4 CLASS NOTES

Class Notes can be added to the class at any time. Class notes will only be viewable by other instructors
or class managers.

Class Notes

All students have confirmed registration and state they will be there. Edit  Remove
All students were present and accounted for, Edit  Remove
Course incomplete due to fire drill. Edit  Remove

To add class notes:

1. Click the Class Notes bar to expand the section if necessary.
2. Type the note into the textbox and click add. The note will appear above the text box.
3. Use the edit or remove buttons to change or delete the note at any time.

4.4.5 FILE ATTACHMENTS

The File Attachment section allows instructors or class managers to load documents that the student

may need for the class. The documents will be available to the students on their Downloads page once
the student is enrolled.

File Attachments z
| |[ Browse... ] Descriph'onl |
Type  Roster & Document
Upload
11-19-2009 11-35-39 AM Org Add.png admin, regional Document

To attach a file to the class:

1. Click the File Attachments bar to expand the section if necessary.

2. Use the Browse button to find the file to attach. Select the file and click the Open
button.

3. Enter a Description of the file that will make it easily identifiable.

4. Select the Roster or Document type. Rosters will not be available for students to
download.

5. Click the Upload button. The file will appear below the upload button with the specific

filename and description you added, who uploaded the document, and the selected
document type.
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4.4.6 STUDENT ENROLLMENT AND CLASS FINALIZATION
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To enroll a student in the class:

Click the Enrollments bar to expand the section if necessary.

Select the students or students from the Student Selection box.

Click the Enroll button. The student will be enrolled in the class unless it has already
reached its Maximum Class Size. If the class is full, the student will be added
automatically to the waiting list.

If a class has a waiting list and one or more of the enrolled students are removed, the students on the
waiting list can be moved into the enrolled list. To do this, click the Enroll link on the correct student.

Students can be manually promoted from the waiting list to the enrolled list. To do so, click the Enroll
link next to a student in the waiting list.

Clicking the Email link will open a new window to email the student. Clicking Email All will include all
students in the list.

If the selected class occurs in the past it can be Finalized. It is necessary to finalize a class in order for
the students to receive credit for the class and be able to print a completion certificate. To finalize a
class:

1. Place a check next to each student in the Assign Credit? Column to indicate if they
passed the course.
2. Click the Finalize button.

In the Enrollment section, there’s an option to quickly enroll multiple users at a time.

1. Click the Class Roster Bulk Entry link.
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3.
4.

Enrollments

Email Class Roster To All Members Of Role: | Administrator v |dass Roster Bulk Enfry |

43

The Class Roster Bulk Entry will open displaying an area to search for existing students.
Begin typing in the student’s name or organization. A list will appear displaying student
information similar to the information provided.

Class Roster Bulk Entry
Instructions

Enter one or more students in the grid below to be enrolled in this course. To enroll students that are already registered in the system, you can easily locate them using the
Search field. To enroll students that are not yet registered in the system, enter their information into a new row in the grid. They will be registered in the system and enrolled in
the course when you submit this form. The system will check all email addresses against existing users. If an email address is already registered, the system will simply enroll
the student in the course, preventing duplicate registrations.

Enrollments

Search existing students

(Enter any part of student name or orgzanization))|

1 act hlamo
Le, Joey (Minnesota Army Mational Guard, Camp Ripley
Training Site())
Marple, Ryan (Minnesota Army National Guard)
FMagle, Laurie (Minnesota Army National Guard)
Nzgle, Sean (Minnesota Army National Guard)
LPyle, Jackie Lee (Minnesota Army National Guard)
Pyle, Richie (Minnesota Army National Guard)
LSchiele, Alicia (Minnesota Army National Guard)
Springsteele, Daniel (Minnesota Army National Guard)
Thole, Adam {(Minnesota Army Mational Guard)

|| Add Selected Student

m

Kl L L LR LLLL LR LR

[ Submit ] [ Cancel ]

Select the correct student from the list.
Click the Add Selected Student button to the right of the Search Existing Students text
box to add the student to the class roster.

Alternatively, an email address, first name, last name, and organization can be entered for users to
enroll them in the class. The LMS will search for user accounts with a matching email address. If one is
not found, a new account will be created. If one is found, then that account will be enrolled in the class.
To perform this function:

1. On the Class Roster Bulk Entry screen, enter in the student’s Email, First Name, and Last

Name.
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Class Roster Bulk Entry

Instructions

Enter one or more students in the grid below to be enrolled in this course. To enreoll students that are zlready registered in the system, you can easily locate them using the
Search field. To enrcll students that are not yet registered in the system, enter their information into 2 new row in the grid. They will be registered in the system and enrclled in
the course when you submit this form. The system will check all email addresses against existing users. If an email address is already registered, the system will simply enroll
the student in the course, preventing duplicate registrations.

Enroliments

Search existing students

{Enter any part of student name or organization) le, Add Selected Student

Email First Name Last Name Org _ i
Q,
Q =
Q,
Q,
Q,
Q,
Q,
Q
Q,
Q
Q,
Q
BN il

[ Submit ] [ Cancel ]

2. Click the Magnifying Glass icon to bring up the Organization tree, and select the
organization that applies to the student.

3. Repeat the steps for the remaining students.

4, Click Submit.

The Class Roster for any Classroom Training can be emailed out to users with a specific role within the
system. To email a class roster:

1. Select the Role from the Email Class Roster To All Members Of Role drop-down list.

143

Enrollments

Email Class Roster To All Members Of Rulel Administrator j Class Roster Bulk Entry

2. Click the Email Class Roster To All Members Of Role: link. This will email the roster to all
users with the assigned role.

4

Enrollments

Email Class Roster To All Members OFf Role:]| Administrator E| Class Roster Bulk Entry

4.4.6.1 AUTO ENROLLMENT

If enabled, this feature will automatically enroll the first student on the waiting list when a student from
the enrolled list is unenrolled.
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Email Class Roster To All Members OF Role:  Administrator E] Class Roster Bulk Entry
Students Enrolled
Assign Credit?
Amtson, Dennis [Minnesota Army National Guard] Email Remove
Kureger, Suzanne [Minnesota Army National Guard] Email Remowve
LeBlanc, Clint [Minnesota Army National Guard] Email Remowve
Rardin, Flannery [Minnesota Army National Guard] Email Remove
Email Al Select/Deselect All
Students Waiting
Assign Credit?

1|Hurt, Matthew | [Minnesota Armmy Mational Guard) Email Remove |Enroll [
2| Tabatt, Timothy |[Minnesota Army National Guard] Email  |Remowve |Enroll ]

Email All Select/Deselect All | 2 student(s) are waiting.

Once a student is automatically enrolled from the wait list, confirmation emails are sent to the newly
enrolled student, the class/course instructor, and the class manager (if assigned).

Auto enrollment does not automatically enroll students on the waiting list when the maximum class size
is increased.

4.4.7 UNFINALIZING CLASSES

The ability to Unfinalize a class is restricted and may not be available depending on role assignments. If

a class has been finalized, the Unfinalize button will appear within the Enrollments section, below where
the Finalize button is located. Clicking the Unfinalize button will unlock the class and allow for changes.

Be sure to Finalize the class once all changes are complete.

Students Waiting

Unfinalize

4.4.8 EXTERNAL COURSES

External courses are courses for which the LMS does not manage the schedule for. This is useful for
tracking training that has occurred elsewhere.

To create an external course:

1. Open Classroom Training from the Administration menu (this can also be done on the
Online Courses administration page).
2. Under Class Title select New. The Create Class Title window will appear.
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Class Title
Ref. Number

L ERIER

Description

Months to expiration

Cost ($)

# of Hours

Zontinuing Education Units {CEUs)
External Provider [C]

Save Class Title

Enter the course information (see Creating Class Titles).

Click the “External Provider” check box.

Click Save Class Title.

The course is created, and is now available in the Class Title drop down menu. “(External
Provider)” will appear next to the Class Title.

Scheduled Class Details

Class Title | Managing Time (External Provider) El Edit | Mew
Ref. Number [234-563

This is an external class provided by our partners. Each employee is e
Description |required to attend at least one four hour course.

ounkw

Once the external course has been created it will be displayed on the courses page. If a student
attempts to register for the course, a pop-up message will appear instructing the student to see the
description for enrollment information. Once the student has proven they’ve completed the course by
providing their supervisor with a certificate or uploading it in their training plan, they can then be given
credit through the Classroom Training or Online Course administration pages.

To give students credit for the course (from Classroom Training administration):

1. Select the Class Title from the drop down menu.

2. Scroll down to the Student Selection area and search for the student’s name or create a
new user then click the Assign Credit button.

3. The Assign Class Credit window will appear. Enter the Start Date (required), an End Date
if applicable, and the Provider Name then click OK. The student will be assigned credit
and will not appear under the Completions Section.

|Start Date (%) 07/02/2012 |

|End Date 07/06/2012 |

|Prwider MName ” HMI |
ok | | cancel
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Email Oass Roster To All Members Of Role: | Administrator [*] Class Roster Bulk Entry
Students Completed
Assign Credit? | Class Dates
account, . ; 07/02/2012 -
student Army National Guard Email |Remove 07/06/2012
student, § 07/02/2012 -
- Army National Guard Email |Remove 07/06/2012
Email Select/Deselect| 2 student(s) are
Al All enrolled.

4.5 CONTACTS

A contact is someone that receives an email listing users that belong to the specified organization that
have expired or expiring training. The emails are sent on a monthly basis.

To specify a contact for an organization:

Select the desired organization from the tree on the left.
Search for users using the user search controls under Add New Contacts.
Place a check to each user that will be added to the contact list for the organization.

Click the Add button. The selected users will now appear in the Current Contacts
section.

PwnPE

Contacts can be removed from the selected organization by clicking the Remove link next to their name
in the Current Contacts section.

Clicking the View link next to the user in the Current Contacts section will open that user in the User
administration page.

Current Contacts

account, demo  |[Army National Guard, Training Site()] Remove |View
account, hr [Army National Guard, J1(), HRO()] Remove |View
account, student | [Army National Guard, Training Site()] Remaove |View
accuun_t, [Army National Guard, Training Site()] el
supervisor

gydsrlrristrator, [Army National Guard, Training Site()] Remove |View
Add New Contacts

4.6 DOWNLOADS

The Downloads administration page can be used to upload files for users of the system to access. Files
can be distributed to everyone in the system or only to those belonging to a particular organization or

enrolled in a specific class. A document can also be set to display on the LMS home page within the
Downloads section.

To upload a file:

1. Select the Document Type. In most cases, Document is the desired type.
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2. Select an Organization. The document will be restricted to users that belong to this
organization. Select the top level organization to make the document viewable by
everyone.

3. Click the browse button, select the desired file, then click Open. Then

4. Enter atitle for the document. This field is required.

5. Enter a description of the document. This field is optional.

6. Select a class in the Class Association drop-down list if it is desired to restrict the
document to users that are enrolled in the selected class.

7. Check the checkbox for “Display on home page?” if the document should appear on the

home page in the downloads section.
8. Click upload to load the document into the LMS.

Document Type | Document L |
Duty Station |Training (Temp) vl
File | |[ Browse. ..

Title |

Description ‘

Class Association | [Mone] w

Display on home page? [

Upload
File Title Description Organization Class Association Uploaded  Display on Home
By Page?
Admin Admin Partial  This is & guick snippet of the admin Training admin, Ves remove
Guide.doc Guide guide, (Temp) regional
Lser ) . i Training Mew Employee Orientation  admin,
Guide.doc User Guide This iz the full user guide, {Temp) Course e Yes remove

]
4.7 COURSE PREREQUISITES

Course Prerequisites can be added, edited, and removed as necessary. Prerequisites are communicated
to the user via the Courses page but users are not restricted from taking a course if they have not
completed the prerequisites.

The Instructions window is collapsed by default, but can be expanded by clicking on the title bar.

Software Version 2.6; Document Version 2.0 Page 37



=N\Assist Administrative User Guide for the APTI-Learn LMS

b= @ @7
B
Search by Organization, Course, andjor Prerequisite.

' Editable resuts are shown in the grid,

Search Records

 Search by Organization

1 Training (Temp) e
1 Search by Course

||~ ALL COURSES —

| Search by Prerequisite
||~ ALL PREREQUISITES — |

Prerequisite Course Prerequisite Expired OK?

Training (Temp) M5 Access 2007 Level 2 MS Access 2007 Level 1
Training (Temp) MS Access 2007 Level 3 MS Access 2007 Level 2

! Organization Training (Temp) v

anursa Classroom - Bloodborne Pathogens

iPreraquisite Course Classroom - Bloodborne Pathogens vl
| Prerequisite Expired OK?| []

| Record Successfully Inserted

To create a prerequisite:

1. Click the Insert Records bar to expand the section if necessary.

2. Choose the Organization to which the prerequisite will apply. Select the top level
organization for it to apply to all users.

3. Select the course to assign a prerequisite to using the Course drop-down list.

4. Select the prerequisite course using the Prerequisite Course drop-down list.

5. If Prerequisite Expired Ok? Is checked, then the prerequisite will be satisfied even if the
course has expired for the user

6. Click the Insert button when finished. The message “Record Successfully Inserted” will
appearin green.

To view existing course prerequisites the Search Records section can be used.

1. Click the Search Records bar to expand the section if necessary.

Select an organization to search by.

3. Use the Search By Course drop-down list to indicate a course to search for existing
prerequisite rules. This can be left at “—All Courses —“.

4. Use the Search By Prerequisite drop-down list to indicate a course to search for that is
used as a prerequisite. “This can be left at “—All Prerequisites —“.

5. The Edit Records section will list all prerequisite rules that match the search criteria.
These rules can be edited or deleted by clicking the Edit or Delete buttons.

N

4.8 CREATE USER

The Create User administration page allows administrators to create accounts for users. This can be
useful for creating accounts when users are unable to access the system on their own. The same wizard
will appear that is used for first time user registration. Simply complete the wizard to create an account.
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4.9 DISCUSSIONS

This page allows administrators to view all active Discussions in the system. This can provide useful
feedback from the students taking the course. Once a student replies to the thread, the record will be
visible for anyone taking the course to view.

Discussion Threads ¥

Discussion Posts

PostID User Actions Date Email & Post
5 Super_Admin@EM-Assist.com
Edit .
4 Ré" dF:lt'-" D';'EE 10/3/2012 11:35:30 AM Air Quality
Fost your comments here!
Reply Flag Super_Admin@EM-Assist.com

10/3/2012 11:36:56 AM This is 3 Test.

> Edit  Delete

The other controls available on the Discussion page are:

Edit: Selecting Edit allows the student to update their post to the thread.
Delete: Selecting Delete will remove the record from the thread.

Reply: Selecting Reply will allow students to add a record to the thread.
Elag: Flagging a record will notify the System Administrator of the record.

4.10 EmAIL USERS

The Email Users administration page can be used to generate an email message to a group of users in
the system.

1. Use the Student Selection tool on the left to select students to be included in the email
message.

2. Click Add to add the selected students to the Current Contacts list.

3. Repeat steps 1-2 until all desired students are on the Current Contacts list.

4. Clicking the email address next to a student’s name in the Current Contacts list will open
a message window to that student only. Clicking the Remove link will remove the
student from the list.

5. Click the Open Email Message 1 link to create an email message to the selected
students. If more students are selected than can be included in one message, additional
Open Email Message links will be displayed.
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Search admin, regional Training {Temp){0) regional _admir ist.com R

Student Selection Current Contacts
Starts With | w Hame Organization

admin, regional [Training (Temp)(0)]
Brinkley, Katrina [Training (Temp}(0)]
Johnson, Tyler [Training (Temp)(0]]
Trelstad, Mary [Training (Temp)(0)]

Open Email Message 1

4.11 MERGE USERS

If a user ends up with multiple accounts, an administrator can merge the two accounts together.
Merging two users together will result in one user account that uses the email address and password of
the first selected account to merge.

Home = USMC > Administration = User Merge

Instructions
From this page you can merge two user profiles into one.

1. Using the user search control, highlight a user and click select. This user's email address will be preserved.
2. Select a second user. This user's profile will be combined with the first selected user.
3. Click the merge button to begin the merge process.

Student Selection First Selected User:
Starts With |+ | [Doe
Prewvious Mext Search

oe, John [USMC()]
_) Doe, John [USMC()]

Second Selected User:

Merge Start Over

< | 1 | »

To merge a user:

1. Use the Student Selection tool to locate the first user account to merge. Click the Select
button.

2. Use the Student Selection tool to locate the second

user account.

The selected users will be identified to the right. | Merge | | Start Over |

4. Click the Merge button. The User Profile wizard is opened.

First Selected User: Doe, John [USMC()]
Second Selected User: Doe, John [USMC()]

w
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Please complete the folowing information. When you are done, click next to continue.

Email |
Address

John John

Doe Doe

Desired
Password

Password

Confirm
Password

What is
your |

ther'
m%ai;és (in case of forgotten password)

name?

Smith Smith

Send
email
reminder
for
expired
courses?

Last 5
ey (12345 12345 12345

Next =

5. Two additional columns are included in the wizard. The first additional column contains
the values present in the first user account. The second additional column contains the
information present in the second user account. Selecting the check box in either
column will cause that information to be used in the merged account. Alternatively, a
new value can be entered/selected.

6. Complete the wizard and click the Merge button to complete the merge.

Fifelll | ISD MIARY I RIMTTITCE ™ YUPLETE RS FURITIE Yy

FACILITIES MAINTEMANCE - Diesel Power Generation

| <- Back User merge succeeded!

4.12 ONLINE COURSES

The Online Courses administration page allows administrators to update information for all of the
Online courses in the system and give students credit for them.

To update properties of an Online Course:

1. Select an Online Course from the Select a Course drop-down list.
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Create new external course | Create new course from a SCORM package file (.zip) | Delete |

Select a Course | The Environmental Director's Message El
Course Name |The Environmental Director's Message

Description

Category Environmental Training E New
Sub-Category Command Messages E New
Months Until Expiration |

Estimated Cost |0.00

Estimated Hours o

Private

Active v

[ Save Changes

2. The following fields are available to edit:

Course Name: Name of the Online Course.

Description: Description of the Online Course.

Category: Category of the Online Course.

Sub-Category: Sub-Category of the Online Course.

Months Until Expiration: Months until certificate expires once completed.
Estimated Cost: Used for External Courses to provide cost of the course.
Estimated Hours: Estimated time to complete the course.

Private: If checked, the course is only available to certain users.

Active: If checked, the course is available to students.

3. Click Saved Changes to save any changes made.

The Enter Certificate HTML section allows administrators to add additional information on the certificate
for any given course. The information entered will display at the bottom of the certificate for the chosen
course.

To add more information on the certificate:

1. Click the Certificate HTML bar to expand the section if necessary.
2. Inthe text window, enter text that will display on the completion certificate.
3. Click the Submit button to save the changes.

Any of the Online Courses in the system can be set to only be viewable by a user who is at a specified
Organization.

To set an Online Course to only be viewable by users in a specified Organization:

1. Click the Select Authorized Organization bar to expand the section if necessary.
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Select Authorized Organizations -
= Minnesota Army National Guard - Course Viewable By
G+ 133 Airlift Wing Group Changed F This course is viewable by all.

- 148 Fighter Wing Group

- 1st BN 189th Aviation

- 208 Weather Flight

+- 210 Engineering Installations Gr
£ 34th Infantry Division

«- 84th Troop Command

H- AASF #1

i AASF #2

«+ Camp Ripley Training Site
H

)

)

2

m

- CO B 834 Aviation Maintenance
- HHC 34 Aviation EXP BDE

- HHD 347th RSG

- HQ 175th Regional Training Inst

- HQ 70 Troop CMD M
i1

i J3

+- J4 (Director of Logistics)

[T TP ORPURY S . VSRR Y
a | i | "

O e O e O O e O O O e O e O e

Y e B

2. Select an Organization from the organization tree on the left side of the screen.
3. Click the “>>>" button to make the Online Course viewable only by students that belong
to the selected organization.

The LMS also allows administrators manually assign credit to students for online courses. This feature is
useful when a student completes the training course on CD.

To give students credit for an Online Course:

1. Click the Assign Course bar to expand the section if necessary.
2. Select the students from the Student Selection box.
3. Click on Assign Credit to give the students credit for the Online Course.

SCORM conformant packages can also be uploaded to create a new online course or update an existing
one. This option may not be available depending on the LMS edition in use.

Online Courses Administration
ownloads Reports i \

[l Home | (S Courses User Profile

Select a course [~ Select a Value ~ ¥/ Create anew course from a SCORM Package file (*.zip}

To upload a new SCORM course:

1. Select the link “Create a new course from a SCORM Package file”. The SCORM Upload
Course window will appear.
2. Browse to the file you wish to upload and click open.

The file MUST be in .zip format or the upload will fail.
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3. Once the file is selected, press the Upload button. Once the file is uploaded you will
receive a confirmation window.

4. Close the window.

5. The new file is automatically named SCORM Upload with today’s date and is placed as
the current course. Make changes to the Title, Description, Category and Sub-Category
as necessary.

a. The Window Size (Pixels) refers to the size of the SCORM course as it loads. This
is defaulted to 800x640. This can changed to any dimension you choose and
should be set with

ggg’giﬁgal SCORM Course i dow size (Pixels) Width 800 | Height 640 knowledge of the
courses
Reload package file. (Used to reload modified content) .
Launch Course Window (Used to test course launching process. reCIU|rement5-

b. If changes are made to the course at any time, it can be updated by using the Reload
Package File link. This is used just like uploading a new file; however it will overwrite the
current file.

¢. Launch Course Window can be used to verify the changes you have made. It will only
reflect changes that have been saved.

Remember to click the Save Changes button when you have finished updating your
course information!

4.13 ORGANIZATIONS

The Organization administration page allows administrators to manage the organization tree. Available
organizations will be restricted depending on the role of the user.

To add an Organization:

1. Select an Organization from the organization tree.

2. Select the Add Below Current Selection radio button and enter a name for the new
organization.

3. Click the Submit button. The new organization appears below the originally selected
organization.
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+ Troop Command Action Current Selection: Training (Temp)
i Training (Temp) O Add Below Current Selection AddMadify Organization Name
Civilian Contractor & Modify Current Selection [Training (Temp)

+- test
() Delete Current Selection

To Rename an Organization:

Select an Organization from the organization tree.

Select the Modify Current Selection radio button.

Change the name in the Add/Modify Organization Name text box.

Click the Submit button. The organization will update to the new name.

PwnNE

To delete an Organization:

1. Select an Organization.
2. Select the Delete Current Selection radio button.
3. Click the Submit button.

Deleting an organization will also delete any organizations below it.

4.14 PROFILE LiSTS

The Profile Lists administration pages allow administrators to manage the list of values that appear in
the User Profile. When opened, the page first displays a table containing all user profile fields. If a field
has the Training Criteria column checked it can be used on the Training Criteria page.

To manage a profile list:

1. Place a check in the Edit column to indicate which lists will be edited.
2. Click Submit and Sync. If multiple lists are selected, the synchronization process will
identify values that are the same across the selected lists.
3. Atableis displayed showing all available options in the selected lists.
a. The List Item column contains the value of the list item.
b. The Default Item column indicates if the list item will be selected by default for
users. Only one item per list can be set as the default.
C. The Member Of column indicates which lists the list item is contained in. These
are the lists that will be updated if the list item is edited or deleted.
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Value Set as default? Target

| @ No () Yes Facility -
List Item Default Item Member of

Albert Lea @ Facility Edit Delete
Alexandria @ Facility Edit Delete

Anoka @ Facility Edit Delete
Appleton @ Facility Edit Delete

4. Click the Edit link to change a List Item. After making changes, click Update.
5. Click the Delete link to remove a List Item.
6. The box above the List Item table can be used to add a new value. To do so:

a. Enter avalue into the Value text box.
b. Select No or Yes to indicate if the item will be the default value of the list.
c. Select the list to add the new value using the Target drop-down list.
d. Click Add.
4.15 SURVEYS

Surveys can be created by Administrators to be displayed or emailed after an online course or classroom
course. Multiple surveys can be made available; however, only one survey will be prompted at the end
of an online course.

To create a new Survey:

1. Click on the Survey link on the Administration tab. The following fields will are available.

e Select Survey: The drop-down list will display all surveys ever created.
o Type: Type of survey.
e Title: Title of the survey.
o Message: Message that will display to the students before taking the survey.
e Associated Course:
. Select Survey | - Create Mew Survey — b2
Courses the Survey WI” Status Mot Finalized
H Mot Active
display for. S emtents
° Associated 0 Respondent(s)
f Type |- Select Type - w
Organization: The Tite |
Organization the survey Vessage
is for.
Classroom - Microsoft Office 2007 Intermediate Level ~

Classroom - Microsoft Office Access

Classroom - Mold Awareness Training

Classroom - MS Access 2007 Level 1

Classroom - M5 Access 2007 Level 2

Classroom - M5 Access 2007 Level 3

Classroom - M5 Access 2007 Level 4

Classroom - M5 Excel Level 2 Training

Classroom - M5 Excel Level 3

Classroom - Mew Employee Crientation Course e’

Assodiated Course

Associzted Organization | Select

[ Save ][ Reset
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2. Click the Save button to save the Survey.

After the Survey has been saved, the option to add questions to the Survey will be available.

To add questions to the Survey:

1. Click the Add Questions button.
Enter the question in the New Question field.
3. Choose the type of question.

N

e Short Response. allows the student to enter their own response to the question.

e Multiple Choice. Single Response creates a multiple choice question that will
allow only one selection.

e Multiple Choice. Multiple Response allows multiple selections.

4. Optionally enter a number into the Sequence box. This controls the order in which the
guestions are sorted. If no number is entered, they will be sorted alphabetically.
5. Click the Add button to create the question.

New Question Type Sequence
C Short Respanse
) Multiple Choice - Single Response
) Mutiiple Choice - Multiple Respanse
Back to Survey

6. The question is now added to the Current Questions list. Options are available to Edit,
Delete, and Add Responses.

How long did this course take? 1 Edit Deletz  Add Responses

Once a question has been added to the Survey, the responses that the students will see for the
questions need to be created.

To add responses to the Survey Question:

1. Click the Add responses link.
2. The Add Responses window will appear. Enter the response and press the add button.

Continue until all the responses are added. Once added, they can be edited and deleted as necessary.
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3. Click the Close button when all changes are complete.

How long did this course take?
Multiple Choice - Single Response

MNew Response Seguence

Once all the questions and responses have been entered, the survey needs to be finalized.

To Finalize a Survey:

1. Click the Back to Survey button.
2. The Finalize button is now active on the page. Clicking the Finalize button will apply the
Survey to the selected course(s).

Once a Survey is Finalized, the administrator will have the option to either UnFinalize the survey or
Delete it. UnFinalizing the Survey allows the administrator to edit any of the information for the Survey.
The Delete option allows the administrator to Delete the Survey out of the system.

To UnFinalize a Survey:

1. Click the UnFinalize button.
2. The options at the bottom of the page will allow the administrator to Edit the responses
on the survey.

To Delete a Survey:

1. Click the Delete button.

4.16 TRAINING CRITERIA

The Training Criteria administration page is used to establish course requirements based on selections in
the User Profile.

To demonstrate how this works consider the following example. When a user registers for the LMS,
they are asked to indicate their job title. The user selects Environmental Coordinator. Because of a
training criteria rule, the LMS indicates that the Environmental Awareness course is required for that
user.

Training criteria rules can be established by using any of the three page modes found in the Training
Criteria administration page. Certain page modes may not be available depending on role assignments.

How to use the Courses page mode:

1. Select the Courses radio button in the Page Mode radio button list.
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Select the course to which the training criteria rule will apply by selecting it in the
Course drop-down list.

Select the criteria list from the Criteria list box. The options that appear here are the
user profile lists that were designated as training criteria on the Profile Lists
administration page. Multiple lists can be selected by using CTRL + click.

Click submit.

A list is displayed showing all of the items contained within each criteria list. Check
either Required, Recommended, or Not Required for an item to create a training criteria
rule. The rule established will determine if the course is Required, Recommended, or
Not Required for any users that select the criterion in their user profile.

Click Update.

How to use the Criteria page mode:

Select the Criteria radio button in the Page Mode radio button list.

Select the criteria list from the Criteria List drop-down on the left. The options that
appear here are the user profile lists that were designated as training criteria on the
Profile Lists administration page.

Select an item in the Criterion list below the Criteria List on the left.

a. A second criteria can also be selected using the duplicate set of controls on the
right. If a criterion is selected, then the user must select both criterion in their
user profile in order for the rule to apply.

Click Submit.

A list is displayed showing all of the courses available in the LMS. Check either Required,
Recommended, or Not Required for an item to create a training criteria rule. The rule
established will determine if the course is Required, Recommended, or Not Required for
any users that select the criterion in their user profile.

Click Update.

How to use the Organizations page mode:

Select the Organizations radio button in the Page Mode radio button list.

Select an organization from the tree.

Optionally select a criterion from the controls on the right. If a criterion is selected, then
the user must be a member of the selected organization and have selected the criterion
in their user profile in order for the rule to apply.

Click Submit.

A list is displayed showing all of the courses available in the LMS. Check either Required,
Recommended, or Not Required for an item to create a training criteria rule. The rule
established will determine if the course is Required, Recommended, or Not Required for
any users that belongs to the specified organization.
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4.17 TRAINING SUBSCRIPTIONS

Training subscriptions are assigned to individual students and result in periodic email reminders and
home page reminders, encouraging the student to complete their required training courses.

Your training coordinator has assigned a goal for you to complete all required training by 11/1/2010. You have 292 days left to meet
this goal.

To create a training subscription:
1. Click the Add New Subscription button.

2. Enter part of the student’s name. The LMS will find corresponding names and offer a selection.

Add New Training Subscription

(Type any part of name or organization and select an itern from the available list)
Select a Student: ‘

Target Training Completion Date |

Cormments; (Internal Use Orly) | |

[ Add Subscription ] [ Cancel

3. Select the correct name.

4. Specify a Target Training Completion Date.

5. Optionally enter any comments. The comments are internal only, and will never be shown to a
student.

6. Click the Add Subscription button.

The subscription will appear on the main page and can be edited or deleted. Clicking View Training Plan
will show the courses that are required for the student.

Add New Subscription [Jshow Course Counts (Active subscriptions only.)

Created RE Actual
Student Name Complehon Complel]on Created By View Training Plan

Regional
Edit Delete 1/13/2010 |Katrina Brinkley  2/1/2010 This is 3 test e o

V\ew Tramlng Plan

The list of training subscriptions can also be searched and filtered. By using the Filter By Status and
Filter By Name tools.

To filter by status, simply change the selection between Active, Expired, or All. To filter by name, type in
any part of the students name or organization and click Apply Filter. Clicking Remove Filter will clear the
filter.

_Filter By Status _ ) Filter By Name
@ Active © Expired oA Apply Filter Remave Filter

Enter any part of student name or organization.
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4.18 UIC & TRAINING TOTALS

The UIC & Training Totals page allows administrators to designate a Unit Identification Code (UIC) for
any organization in the LMS. The page can also be used to specify the number of people assigned to an
organization for a specified quarter.

Select an organization from the tree on the left.

Type in a UIC Number if desired.

Select the year to update the number of people assigned for.

If Desired, update the number of people assigned to the unit for each quarter of that
year (calendar year). These are the numbers used by the Training Totals report.

5. Click Submit.

P wnNPR

4.19 UNKNOWN ORGANIZATIONS

The Unknown Organization page will display records of Organizations that users currently have assigned
to their User Profile that aren’t recognized in the system. This is when the user enters in there own
Organization after selecting “other” on one of the level in the Organizaiton page in the User Profile.
Administrators can view the entered Organization and either ignore the entry or edit the users’ profile
to display the correct Organization that’s available in the LMS.

To manage the Unknow Organization list:

1. Review the Organization under the Other Organization column.
2. Click Ignore to leave the user profile how it is.
3. Click Edit to view the User Profile and update the Organization.

First Name  Last Name Other Organization Selected Organization Delete Edit

1JSMC(), MCAS Camp Pendleton(0), MCIWEST(), MCAS Camp
Pendleton ()

Heron Agueroaguilar  MWSS 374 JSMC(), MCAGCC Twentynine Palms() 10897 Ignore Edit

JSMC(), MCB Camp Pendleton{M33200), 1st Marine Logistics Group 11200
(IMLG)(), Combat Logistics Regiment 17/CLR17()

JSMC(), MCB Camp Pendleton{M33200), 1st Marine Logistics Group 11196

luis aboytes 1st Reconnaissance Battalion 10436 Ignore Edit

DAVID ALFARO LANDING SUPPORT COMPANY Ignore Edit

SIETT I e (1MLG)(), Combat Logistics Regiment 17/CLR17() TR R
USMC(), MCB Camp Pendleton(M33200), 1st Marine Logistics Group

David Aharado MTM (1MLG)(), Combat Logistics Regiment 15(), 1st Maintenance 10864 Ignore Edit
Battalion()

Kevin Ashley 15th MEU USMC(), MCAS Camp Pendleton(0) 10507 Ignore Edit
USMC(), MCB Camp Pendleton{M33200), AC/S Environmental

mark atwood Hazardous Waste Branch Security(), Environmental Compliance Department(), Inspection and 9912 Ignore Edit

Compliance Division()

4.20 USERS

The Users administration page allows administrators to view, update, and delete users from the system.
It is also used to create and assign roles.
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To view, update, or delete a user:

Use the Student Selection tool to select a user and then click Edit.

The user profile for the selected user is displayed.

To delete the user, click the Delete button.

To login as the user, click the Login as Selected User button below the user profile.

To update the user, simply change values in the user profile wizard and then click the
Update button (located on the last page of the user profile wizard).

e wWwN e

To assign a role to a user:

1. Use the Student Selection tool to select a user and then click Edit. The User Permissions section
will appear below the user profile.

test Roles assigned at Training (Temp)
Training (Temp) - Administrator Remave
Troop Command

Assign New Role

Administrator A4

* An assigned role will apply to all child organizations as well. Role Assigned Successfully!

2. Select the organization at which the role will be assigned. The user will only be able to access
user data for users belonging to the selected organization (including organizations below it).

3. Select the desired role from the Assign New Role drop down list.

4. Click Assign.

If the user already has a role, it will be displayed above the Assign new Role. Click the Remove button to
remove the role.

The available roles will depend upon the LMS configuration.

Administrators have the ability to Create new roles and edit existing roles.
To Create a new Role:

1. Click the New button. This option may not be available depending on your role.

Assign New Role

= Selact a Role - -

* An assgned roke will apply to all child organizations as wel.

2. Choose a name for the new role and select a color. The color of the role will color code
the organization tree to help find the organizations at which the user has roles assigned.
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3. Select the permissions that will be granted to users assigned the role. Hovering the
mouse cursor over the permission will give a brief description.
4. Click Save.

To Edit a role, simply select the desired role from the Assign New Role drop-down list and click Edit. The
interface for editing a role is the same as creating a new role.

New Role
Itole name 1 I
Role color  #000000 I

[C] can view the Administration Section?
[C] can view the Reports Section?

* Indicates a permission that is sensitive to where the role is assigned
within the organization tree.

Gancel

4.21 VIDEOS

The Videos page allows administrators to manage all videos submitted through the courses page.
Administrators have the ability to approve, reject, or edit any of the videos in the system.

To use the Videos page:

1. Choose the status from the Search By Status section.
e Pending: The video status is pending.
Approved: The video has been approved.
Rejected: The video has been denied.
All Active: All videos that are either Pending or Approved.

Search By Status
@ Pending O Approved ) Rejected ) All Active

2. Click Edit next to the video.
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Videos
Submit Date pa Status
Discussion
Edt  Add 10/3/2012 1:30:50 |y
Delete  Comments Test Butterfly Butterfly PM Pending Video

3. After clicking on Edit, the section will change allowing the Title
and Description of the video to be updated.

Videos

Submit Create

Date Discussion

Uit 1ot Butery Butterlly AT Approved P2

4. Click on the Create Discussion check box to create a discussion for
the video.

5. Choose the Status of the video.

Click Play Video to launch the video.

7. Click Update to save the change or Click Cancel to cancel all the
changes.

o

To Add a comment to the video:

1. Click the Add Comment link.
2. A new section will appear with a text box under the
Comments column.

Comments for "Test Butterfly™
Date | User ‘Comment

Insert

Claar Super Administrator

3. Enter the Comment into the text area.
4. Click Insert to add the comment.
5. Click Clear to clear out any information entered.

To Delete a video:

1. Click the Delete link next to the video.
2. A pop-up box will display to confirm the
delete.
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Message from webpage ﬁ

| Are you sure?

QK | ’ Cancel

3. Click Okay to delete the video from the
system.
4. Click Cancel to keep the video.
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