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ELM TRAINING
Course Catalog

Catalog Components

The Course Catalog consists of three main components:
1. Categories (Owner/Host/Specialty Area)

2. Items (Courses)

3. Activities (Sessions)

Categories enable the administrator to classify catalog items (courses) so that learners and
managers can easily find needed learning in the catalog. When using the advanced search
feature, learners can search the catalog by category. When using the browse feature, learning is
also presented by category.

Items represent a specific topic of study for which learning activities are offered. In general
terms, the item represents the course. All learning activities associated with a given catalog item
share the same prerequisites, objectives, equivalencies, and other features.

Activities are instances or offerings of a catalog items. If you think of a catalog item as a course,
then an activity would be a class or session. Activities are comprised of learning components.
Learning components represent how the instructional content of the activity will be delivered to
the learners. For example, learning components can be instructor-led and scheduled, or they can
be web-based (computer-based) and self-paced. Activities contain at least one learning
component, but they could contain as many as needed to reach the learning objectives of the
class.

Naming Conventions

Naming Conventions used for system components become important in the way that
information is presented within the State of Indiana ELM system. Naming conventions designate
a uniform format to be used when creating system component titles to facilitate easy location of
desired learning. ELM system components incorporating naming conventions include:
categories, items (courses), and activities (sessions).

It is recommended the following naming conventions are used for each system component:

1. The course catalog category will be the name of the State agency owning or hosting the
training (such as State Personnel Department, Indiana Office of Technology, Department of
Revenue, etc.).
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2. Items (courses) should begin with the State agency acronym and followed by additional
naming convention criteria established by the agency. For example, if the State Personnel
Department (SPD) wishes to create a new item (course) within the system and courses are
tracked by a numbering system established and maintained by SPD; their item naming
conventions may look like: SPD_00051.

3. Activities (sessions) should begin with the State agency acronym and followed by additional
naming convention criteria established by the agency. For example, if the SPD wishes to create
an activity (session) for the item (courses) listed above, in addition to the numbering system
established and maintained for the items, an extension may be added to identify the activity. An
activity naming convention may look like: SPD_00051 120109. The last segment of the activity
may identify the date the activity will be offered for the item.

Enrolling Learners (4 Concepts)

CONCEPT 1: Enterprise Learning Management supports several methods of enrollment and
registration:

« Individual learners can self-enroll and self-register.

Learners can browse or search the catalog for activities and enroll in the activities directly.
Learners can also add activities to their learning plans and enroll in the planned activities later. If
there’s no enrollment cutoff date for an activity, learners can enroll in the activity at any time.
However, planned activities are not visible in the employee self-service pages after the activity
end date is met.

» Managers can enroll and register direct reports.

Managers can browse or search the catalog for activities in which to enroll any team member
within the organizational hierarchy. Or, they can add activities to employees’ learning plans and
enroll the employees in the planned activities later. If there’s no enrollment cutoff date for an
activity, managers can enroll learners in the activity at any time. However, the activity is not
visible in the manager self-service pages after the activity end date is met.

» Administrators can enroll and register individual learners and groups of learners.
Administrators can enroll individual learners and small groups of learners through group
enrollment and large groups of learners through mass enrollment. Administrators can enroll
learners in activities regardless of enrollment cutoff dates.

CONCEPT 2: Enrollment features:

* Approvals

The system might require approval from a manager or administrator before it can confirm
enrollment. Administrators are the only individuals who can override approvals. Depending on
organizational rules, administrator approval can be required for some forms of payment.

* Prerequisites
Learning activities might have prerequisites that learners must complete before they can enroll.
Administrators are the only individuals who can override prerequisites.
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» Waitlists

Activities can have a capacity limit. When the capacity limit is reached and the waitlist feature is
enabled, the system can automatically create a waitlist. If an enrolled learner drops enrollment in
the activity, the system enrolls the first person on the waitlist automatically, as long as the
activity start date has not passed. The system does not enroll waitlisted learners automatically
after the activity start date. After the activity start date, the administrator must manually enroll
the learner by using the Maintain Activity Roster component or move the learner to a new
activity through the Activity Roster component. Administrators can also change a learner’s
position in a waitlist and increase the waitlist capacity.

* Reserved seating

Administrators can reserve seats for learners in activities when they anticipate participation of
several learners but cannot identify them. Administrators are the only individuals who can
reserve seats and fill the reserved seats.

» Payment methods
Learners, managers, and administrators can select different payment methods during enroliment
depending on the system setup and the person that makes the enrollment or registration request.

» Discounts

Learners can receive discounts on all activity and drop currency fees if there is a discount set up
for the department or customer organization to which the learner belongs. Discounts do not apply
to activity or drop fees paid for using training units.

 Automated notifications

The State of Indiana ELM platform has enabled workflow so enrollment events generate an
automated email notification to learners, managers, administrators, or owners. For example,
learners can receive email when administrators approve their enrollment in activities or is
pending approval.

CONCEPT 3: Rules for dropping enrollments:

Learners, managers, and administrators can drop a learner’s enrollment in an activity. However,
learners cannot drop activities if they were not the requesters during enrollment or
registration. A learner can only drop activities that he or she self-enrolls in. When a learner
drops an activity, the system removes it from the learner’s schedule.

Activities can have last drop dates. The system charges a drop fee, if one exists, only if a learner
drops after the last drop date. Last drop dates can be set up for activities as either a specific
number of days before or after the activity start date, on a specific date, or on the activity start
date. If a last drop date is not specified, learners can drop the activity up until the activity start
date. Administrators can always drop a learner’s enrollment in an activity, regardless of an
activity’s last drop date or start date.
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For example, say the drop cutoff date is January 12 and the activity starts on January 15. If a
learner drops the activity on January 12, the system does not charge the learner the drop fee. If a
learner drops the activity from January 13 to January 14, the system charges the learner the drop
fee. Only an administrator can drop the learner on or after January 15.

Administrators can modify the drop fees for learners on the activity and program roster pages.
CONCEPT 4: Enrollment Statuses:

Each enrollment goes through a series of enroliment statuses—such as planned, pending
approval, waitlisted, enrolled, in progress, and completed—as the enrollment progresses. These
statuses appear on several of the employee and manager self-service pages, and on the roster and
grading pages that are available to administrators and instructors.

The statuses that apply to a particular enrollment record the conditions and prompt a status
change can vary depending on the enroliment options enabled for the activity and what type of
learning components are in the activity.

Enrollment statuses work in conjunction with completion statuses for learning components; a
change to the completion status of a learning component can prompt a change in the
enrollment status of an activity. Attendance and passing statuses affect the completion statuses
of learning components. Together, these statuses help track a learner’s progress through an
activity.

Administering Course Rosters

Administrators can use the Administer Activity Roster component to search for and access any
activity roster within their learning environments. Using the rosters, they can approve enrollment
requests, manage waitlists, drop learners, and update payment details on a learner’s enrollment
record. Tasks that are performed by changing a learner’s enrollment status, such as dropping a
learner or approving enrollment depend on the learner’s current enrollment status and the
permission lists that are assigned to the administrator. Administrators can update the registration
status of an individual learner or use a group action to update multiple learners simultaneously.
They can also use the group action feature to send ad hoc email notifications to learners.

The Administer Activity Roster component can also be used to view and update learners’ grades,
attendance, and scores. These tasks are discussed in the Instructor Tasks section of this guide.

Activity Approvals

PeopleSoft provides different components for approving learning requests based on the
approver’s role and the need for approval information:

» Maintain Approvals
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This is a manager component. It enables managers to view enrollment requests submitted by
their direct reports, and to submit, approve, deny, or push back the requests. Managers can also
use this component to insert additional approvers or reviewers at any point in the approval path.

This component can also be accessed by learning administrators acting as special approvers. And
if a learner is paying by training unit or purchase order, the owner of the training units or
purchase order can access this component to deny or approve the learning request.

» Team Members

This is a self-service component for managers. It enables managers to view enrollment requests
submitted by their own team members or the direct reports of their immediate team members,
and to approve, deny, or push back learning requests.

« Administer Activity Rosters
This is an administrator component. It enables administrators to view activity enrollment
requests and to approve or deny the requests.

Adding Supplemental Learning (External Training)

The supplemental learning feature is used to record learning completed beyond the cataloged
activities (external learning) into a learner's training history so they may receive credit for the
training. Supplemental learning would include such items as seminar or conference attendance,
academic courses, equivalent work experience, or some form of on-the-job training.

Learner ID Numbers

The Learner ID number is a number sequentially assigned by the Enterprise Learning
Management (ELM) system. The Learner ID number should be unique to each learner and is
established by the creation of a Learner Profile within the system.

The Learner ID number is completely separate from the PeopleSoft ID number (also called the
User ID) assigned in the PeopleSoft HR system.

The PeopleSoft ID number consists of 1000XXXXXX. The User ID is the first initial of a
person's first name and the last six digits of the PeopleSoft ID number. For example: an
employee named Lucy Roberts will have a PeopleSoft HR PeopleSoft ID number of
10000058556; but her PeopleSoft HR User ID would be L058556.

Every night, the PeopleSoft HR records integrate with the PeopleSoft ELM records. The
PeopleSoft ELM system searches for new PeopleSoft HR User IDs to establish the PeopleSoft
ELM Learner Profile. Once a new ELM Learner Profile is created, the system sequentially
assigns the next Learner ID available to the learner. Learner ID's are needed to establish learner
groups within the system for learner activity assignments and enrollments.
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The PeopleSoft HR system stores job data record information while the PeopleSoft ELM stores
training record information. The PeopleSoft User ID links the two systems together.

An overview of the process is:

1. A PeopleSoft HR Job Data record is created in the system and a PeopleSoft ID number is
assigned (L0000XXXXXX).

2. A User ID is created by a person's first initial and last six digits of the PeopleSoft ID number
(LXXXXXX).

3. The PeopleSoft HR system integrates job data records with the PeopleSoft ELM system.

4. New learner profiles are created in the PeopleSoft ELM system using the User 1D number.
5. The PeopleSoft ELM system sequentially assigns a Learner ID number to the learner profile
to track training enrollments and completions in the ELM.

Senior Training Administrator Tasks

Creating Courses

How to Create/Update Item

Items represent a specific topic of study for which learning activities are offered. In general terms, the
item represents the course. All learning activities associated with a given catalog item share the same
prerequisites, objectives, equivalencies, and other features.

It is recommended the following naming convention is used for item creation:

Items (courses) should begin with the State agency acronym and followed by additional naming
convention criteria established by the agency. For example, if the State Personnel Department (SPD)
wishes to create a new item (course) within the system and courses are tracked by a numbering system
established and maintained by SPD; their item naming conventions may look like: SPD_00051.

This lesson will teach administrators how to create and/or update catalog items.
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Step

Action

Click the Catalog link.

Click the Maintain Items link.
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Step
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Enter search criteria to update an existing item or click the Add a New Value tab to create
a new item.

Add a Mew Walue
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;,Ai’ To search for existing data, click the Search or Look Up button to see
a complete or partial list of items associated with the search criteria.
At times, PeopleSoft may only return the first 300 items for undefined
searches. To locate items in lists with more than 300 items, the search
criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields.
When available, the drop-down menu button options, magnifying
glass button, and the calendar button features will assist with
narrowing the search for specific data and/or assist with setting search
parameters.
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Step Action

5. Click in the Catalog Item Long Name field.

Enter the name of the item (course title) into the Category Long Name field.

Click in the Catalog Item Short Name field.

8. Enter the short name abbreviation into the Catalog Item Short Name field.

9. Click in the Course Code field.

[ |

10. Enter the course code information into the Course Code field. (It is recommended that the
course code begins with the state agency acronym.)

11. Confirm the Owner field is correct or click in the Owner Magnifying Glass button to
search for a different item owner.

IHicks,Kathy

12. Click the Catalog Item Status drop-down menu button.

=
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Step Action

13. Select the correct Catalog Item Status from the list of values.

- Select Active when the item is ready for use.
- Select Inactive for items no longer in use.
- Select Pending while developing a new item.

14, Confirm the date in the Effective Date field is correct.

15. Enter the item (course) description into the Description field.

This field is limited in the number of characters that may be used. For
detailed item descriptions, use the Catalog Item Abstract field.

Step Action

16. Click in the Catalog Item Abstract field.

17. Enter a more detailed item (course) description into the Catalog Item Abstract field.
18. Click the Approval Type drop-down menu button.

19. Select the correct Approval Type from the list of values.

- Select Both-Special when both the learner's manager/supervisor AND the catalog item
administrator enrollment approval is required.

- Select None when no enrollment approval is required and the learner may self-enroll.

- Select Standard when the learner's manager/supervisor ONLY is required to approve
enrollment.

|Both-Special |

20. Confirm the Offering radio button option Internal is selected.

¥ Internal

All courses created, owned, and hosted and/or delivered by the State
of Indiana will be Internal courses.
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Step Action

21. Enter the number of education units earned for the course in the Education Units field, if
applicable.

;.»;" This field is for documentation purposes only.

Step Action

22. Enter estimated item costs into the Estimated Cost field, if desired.

@ The cost value can be used to calculate forecasted training costs when
training plan budgets are produced. The Estimated Cost field
represents the estimated cost, per learner, of delivering the activity
and can be overridden at the delivery method level.

Step Action

23. If an estimated cost was entered into the Estimated Cost field, confirm the Currency
Code field is correct.

[]

24, Check the Enable Learning Request checkbox to allow learners to choose the catalog
item when submitting a learning request.

| ¥ Enable Learning Request

25. Click in the Learning Request Threshold field.
26. Enter a learning request threshold number into the Learning Request Threshold field to

specify how many item requests must be made before the administrator is notified.

The Enable Learning Request checkbox must be checked for administrator
notification to occur.

217. Click the Prerequisites link.
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- . Catalog tem:  FhLA for Mgrs & Supervisors Code:  DOP_0001
— Maintain Delivery
Methods ICatalog Hem Prerequisites
— Maintain Activilies
— Maintain Keywords Basic Data Prerequisites Enquivalents Motes and Attachments Security
— Bebuild Indexes
— Define Sunplemental
Learning Thete are no reguired prereguisites added for this item
[» Financial Details
I Leaming Resources Add required Prerequisites

[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
&> Financial Reparts [+] Add Recommended Prerequisites
— Set Learning Environment
— Auto Mark Activity
Completion BasicData  Prerequisites  Eduivalents  Motes and Aftachments  Security
— ¥endor Message
Management
— Program Status Updates CorrectHistary  Previous  Mest
(> Set Up ELM
Exvrgrek‘hlnse}nager M i Create New if Delete Send Motifications  Retum to Catalog ltern Search
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary -

There are no recommended prerequisites added for this itern.

Itern Details | Atfributes
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Step

Action

28.

Click the Add required Prerequisites link.
[add reguired Prerequisites]

29.

Click the Type list.

Catalog ten =

Revised 1/2013

@ Prerequisite catalog items should be selected and entered.
Administrators can override prerequisites for learners. Managers
cannot override prerequisites for a learner directly but may use the
supplemental learning page to give learners waivers on catalog items.

Required Prerequisites are mandatory prior to the completion of
another course item and will prevent the learner from enrolling in
advanced activities until completed.

Recommended Prerequisites are not mandatory and will not prevent
the learner from enrolling into an activity.

@ When entering prerequisites, the Relationship drop-down menu field
list of values need to be set correctly. Values include:

- Select End if this is the last prerequisite.
- Select And if there are additional prerequisites.

- Select Or if a prerequisite can be met by completed the next
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prerequisite entered.

Important! The system ignores any prerequisites that are listed
after End.

Step Action

30. Click the Equivalents link.

@ If another catalog item is considered to be the equivalent of this one,
select the equivalent item. The system does not perform any checks to
determine if equivalent items have the same objectives.

2 Maintain Items - Microsoft Internet Explorer =TS
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— Maintain Activities Catalog ltem Equivalents

— Maintain Kevwords
— Bebuild Indexes
— Define Sunplemental
Learning
[» Financial Details
[> Leaming Resources
[» User Profiles
[» Leamer Groups
I Organizations
[ Leaming Reports
> Financial Reports
— Set Learning Ervironment CorrectHistary  Previous  MNest
— Auto Mark Activity
734%:10'%3233 & ﬂ B Create Mew @ Delete Send NMotifications  Return to Catalog ltern Search
Management
— Frogram Status Updates
> Set Up ELM Itern Dietails | Atributes
[ Worklist
> Tree Manager
- Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Systern Profile -
— My Diclionany -

Basic Data Ererequisites Equivalents Motes and Aftachments Security

Mo Catalog tem Equivalents found
[+] Add Equivalent

Basic Data Prerequisites Equivalents Motes and Attachments Security

) S e
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Step Action

31. Click the Notes and Attachments link.

|N|:|tes and Aftachiments
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— Maintain Delivery
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Methods

— Maintain Activilies

— Maintain Keywords

— Bebuild Indexes

— Define Sunplemental
Learning

Basic Data Prerequisites Enupvalents Motes and Attachments Security

Catalog ltem Notes

[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[> Tree Manager r
> Reporting Tools
> PeopleToals
— Change My Pa: rd
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— My Systern Profile -
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Attachments

Attached File

Delete Attachment Add Attachment

Basic Data Frerequisites Eguivalents Motes and Attachments Security

Notes and Attachments

[» Financial Details ;. i
Display in Catalog ¥
> Leaming Resources isplay in alog
[> User Profiles Notes:
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Step

Action

32.

appear in the catalog.

bispla}r in Catalog ¥ |

Check the Display in Catalog checkbox for catalog item notes and/or attachments to

33.

Click in the Notes field.

34.

Enter catalog item related notes into the Notes field.

35.

Click the Security link.

Revised 1/2013
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= Catalog
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=] Save

& create Mew

i} Delete

Send Motifications  Return to Catalog ltem Search

Catalog Item: FRLA for Mgrs & Supervisors

Basic Data Prerequisite

Equivalents

Code:  DOP_o001

Motes and

Security

— Bebuild Indexes
— Define Sunplemental
Learning

[» Financial Details

> Leaming Resources

[> User Profiles

> Leamer Groups

[ Qrganizations

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

(> Set Up ELM

[-\orklist

[ Tree Manager

> Reporting Tools

> PeopleToals

— Change by Passwaord

— My Personalizations

— My Systern Profile

|~ My Diclionary

Learning Environment
Learning Enwironment

First [4] 1 o 1 [V Last

Primary

Core Learning Activities Q ~ =1
Mo Learner Group has been defined
Add Learner Group Security
Basic Data Prerequisites Eaquivalents Motes and Security
CorrectHistory  Previous  Mext
Eﬂ @: Create MNew E Celete Send Mofifications  Return to Catalog ltem Search
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|&
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Step

Action

36.

section.

|C|:|re Learning Activities

Confirm the correct learning environment is showing in the Learning Environment

Revised 1/2013

An item must be associated with at least one learning environment.
The system displays the administrator's current learning environment
as the default. If more than one learning environment exists and a
learning environment is removed, the primary learning environment
will automatically default to a remaining learning environment. The
primary learning environment can be changed at any time.
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Mo Learner Group has been defined

— Set Learning Environment Add Learner Group Security
— Auto Mark Activity
Coegliiiae Basic Data Prerequisites Eouivalents Motes and nt: Security

— ¥endor Message
Management

— Program Status Updates CorrectHistory  Previous  Mext
(> Set Up ELM
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Step Action

37. Click the Add Learner Group Security link.
ladd Learner Group Security

38. Click the Learner Group Magnifying Glass button to search for learner groups.

=

@ Learner group security specifies which learner groups can access
activities and programs within a category when browsing or searching
the catalog.

If a learner group is not assigned, the related activities will not
appear in the catalog.

Step Action

39. Enter search criteria for the learner group.

;,«;’ To search for existing data, click the Search or Look Up button to see
a complete or partial list of items associated with the search criteria.
At times, PeopleSoft may only return the first 300 items for undefined
searches. To locate items in lists with more than 300 items, the search
criteria will need to be further defined.
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To further define search criteria:

Enter specific search information into one of the search option fields.
When available, the drop-down menu button options, magnifying
glass button, and the calendar button features will assist with
narrowing the search for specific data and/or assist with setting search

parameters.
Step Action
40. Click the Look Up button.
Loak Up
41. Select the correct learner group from the list of values.
All Employeed]
42. After all learner groups have been entered, click the Done button.
[ oone |
<> When entering learner group security for multiple learner groups,
the Relationship drop-down menu field list of values need to be set
correctly to specify how one learner group is related to others in the
list when used to determine whether or not a person has access.
Values include:
- Select And if a learner must be a member of both this learner group
and the next in the list.
- Select Or if a learner must be in this learner group or the next in the
list.
- Select End as a placeholder for the last learner group is the list.
Important! The system ignores any learner groups that are listed
after End.
Step Action
43. Click the Attributes tab.

Revised 1/2013
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— Set Learning Environment
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Step Action

44, Click the Add Category link.

Add Catedon

The Catalog Item Attributes category specifies which category an
item is to be listed in the learning catalog.

If a category is not assigned, the related items and activities will
not appear in the catalog.

Step Action

45, Click in the Display Order field.

46. Enter the display order number into the Display Order field.

Display order is the order the catalog item is listed when a learner
browsing the catalog clicks this category. The system uses display
order when a learner browses the catalog.

Assign a unique number to each catalog item in this category.
Assigning the same number more than once will not prevent the item
from appearing. If unique numbers are not assigned, items will list
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either alphabetically and/or by item code number by default.

Step

Action

47.

Click the Category Magnifying Glass button to locate the category to which the catalog
item belongs.

=

48.

Select the correct category from the list of values in the Long Name column. If necessary,
enter search criteria to locate the category.

Depadment of Personnel

49.

Click the Add Keyword link to add keywords, if desired.

50.

Click the Save link.

51.

Click the Delivery Method tab.
Delivery Method

RE
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[> User Profiles
[ Learner Groups o
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— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
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Step

Action

52.

Click the Add New Delivery Method button.
Add Mew Delivery Method

Revised 1/2013
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Delivery methods define how course offerings are presented to
learners (for example, through online learning, classroom instruction,
seminars, books, etc.) within the organization. Learners can search the
catalog for offerings by the delivery method that best suits their
learning style.

Delivery methods are created for catalog items to identify the specific
methods the item's activities are offered. The same catalog item may
have multiple delivery methods. There are no restrictions on how
many delivery methods can be defined or how they are named.
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Step

Action

53.

Confirm the course code is correct in the Course Code field.
IDDF’_IIIEIEI*I

o4.

Click the Delivery Method Type Magnifying Glass button.

=

55.

Select the correct delivery method from the list of values in the Long Name column.

|Instruct|:|rLed Training

56.

Confirm the effective date in the Effective Date field is correct.

S7.

Click the Status drop-down menu button.

Revised 1/2013
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Step Action

58. Select Active when the delivery method is ready for use.

Select Inactive for delivery methods being prepared for use or are no longer in use.

59. Click the Frequency drop-down menu button.

60. Select the frequency the activity is usually offered via the delivery method from the list of
values.
[Quarterly |
61. Click the Administrator Magnifying Glass button to select an enrollment administrator.
62. Enter search criteria for the administrator.

j To search for existing data, click the Search or Look Up button to see
a complete or partial list of items associated with the search criteria.
At times, PeopleSoft may only return the first 300 items for undefined
searches. To locate items in lists with more than 300 items, the search
criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields.
When available, the drop-down menu button options, magnifying
glass button, and the calendar button features will assist with
narrowing the search for specific data and/or assist with setting search
parameters.

Step Action
63. Click the Look Up button.
Look Up
64. Select the correct administrator from the list of values.
65. Enter the cost of offering the activity in the Cost field, if applicable.
[ |
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Step

Action

66.

the delivery method, if applicable.

Click the Primary Instructor Magnifying Glass button to locate a primary instructor for
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Language:

Cancel

| €] Done Y
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Step Action
67. Enter search criteria as needed and click the Search button.
Search

68.

Select an instructor entry from the list of values in the Name Display column.

knott Barbara A

Revised 1/2013
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I Learning Reports Primary Instructor:  [icnott Barbara A Q Owner: Hicks, Kathy Q

I» Financial Reports
— Set Learning Environment

— Auto Mark Activity
Completion
— Vendor Message “Currency Code: UsD @
Managerment
~ Program Stalus Undates Internal Price: oo
(> Set Up ELM
- yorklist Internal Drop Charge: 0.00
[ Tree Manager
[> Reporting Taols External Price: 0.00

> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|- My Dictionary - Dricar I =l

& [T 8 @ e
istart| | (G @ @ [ | [ Followup -Mirosoft Ou... || &] Maintain Ttems - Micr... | @| (@ @ 11040 80

External Drop Charge:  |0.00

Step

Action

69.

Confirm the owner of the item or click in the Owner Magnifying Glass button to change
the owner.

[Hicks Kathy |

Revised 1/2013
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- Enterprise Learning Mew Window | Help | Customize Page | =

[ Instructor Tasks

[» Leamer Tasks { Delivery Method \

[+ Mass Enroliments

[> Motifications

< Catalog E Sawe
— Maintain Calegories

Create New Send Motifications  Return to Search

Delivery Method Details

ntain Delivery

Methods
— Maintain Activities ‘Course Code: DOP_0001 S EmLATor Mgrs & Supervisors

— Maintain Keywords -

— Bebuild Indexes *Delivery Method: Instructor Led Training

— Define Supplemental . =
Leamin ‘Effective Date: 11i16/2008 [5] “Status: Active

[z Financial Details ‘Language: Engien = Suanen
I Learning Resources guage: 4 Frequency: i

[ User Profiles ini .

> Leamer Graups Administrator: Hicks Kathy Q  Cost: usD

I Organizations

[ Learming Reports Primary Instructor:  [icnott Barbara & Q Owner: HIEks,Kathﬂ Q

> Financial Reports
— Set Learning Environment

— Auto Mark Activity
Completion
— Vendor Message ‘Currency Code: usD Q
Management
- Program Stalus Updates Internal Price: oo
(- Set Up ELM
- Worklist Internal Drop Charge: 0.00
> Tree Manager
[> Reporting Taols External Price: 0.00

> PeopleTools

— Change My Password
— My Personalizations
— My Systern Profile -
| My Dictionary - Dricar I =l

&l [T T2 e roteret
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External Drop Charge:  |0.00
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Step

Action

70.

Enter any payment information into the Payments - Pricing and Training Units sections.

@

The Payments section contains pricing and training unit
information associated with the delivery method of an item.
Selections made in either the Pricing section or the Training Units
section can be overidden for adjustments at the activity level as
needed.

Pricing fields include:

Internal Price - The price to charge internal learners to enroll into
item activities. Internal learners are learners who are tracked in
PeopleSoft HR as employees, contingent (contract) workers, or
persons of interest (board members, external instructors, etc.)
Internal Drop Charge - The amount to charge internal learners for
dropping activities after the drop period.

External Price - Not used.

External Drop Charge - Not used.

Training Units fields include:
Not used - training units only apply to external learners.

Step

Action

71.

Enter any estimated cost information into the Estimated Cost section.

Revised 1/2013

The entered Estimated Cost values can be used to calculate
forecasted learning costs when training plan budgets are produced that
includes activities with this delivery method.

Estimated Cost fields include:

Estimated Cost - The default value appearing in the delivery method
estimated cost is inherited from the catalog item. It represents the
estimated cost, per learner, of delivering the activity. The system uses
the cost entered here to determine the forecasted cost for the activity.
This does not include any hourly costs.

Hourly Cost - The default value appearing in the delivery method
hourly cost is inherited from the administrator's learning environment.
Enter the estimated hourly cost, per learner, of delivering the activity.
The system uses the cost entered here to determine the forecasted cost
for an activity based on the number of hours defined for each of the
activity's components on the recommended duration page.
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Step

Action

72.

Enter any learning period information into the Learning Period section.

@

The Learning Period fields are used most often for activities with
web-based, test, survey, or assignment delivery method learning
components only. The selections made here may be overridden at the
activity level.

Learning Period fields include:

Learning Period - The number of days after the enrollment date that
learners must complete the activity. If the learner has not received a
completion status of either ‘Completed’ or 'Not Completed' for an
activity, at the end of the learning period the Auto Mark Activity
Completion process will run changing the learner's status
accordingly.

Warning Period Days - The number of days before the end of the
learning period that the system sends an email notifying the learner
that the learning period is about to expire.

/2 Maintain Ttems -

O Back -+ |

Micrasoft Internet Explorer == x|

- ﬂ g ;\]|/7"Searth \E?;Z:’Favur\tes {4)‘ =N T i3 H Fle | 4k

Address [{@] hueps:idevhr. amis in. govfpspfmup LJEMPLOYEE ELMjc/LM_COLRSESTRUCTURE.LM_CI_LA_CHMP GELTPORTALPARAM_PTCHAN=LM_CI_LA_CHMP_SELEECPP. SChode=ELI 7| [E] 80 Hunks >

[ Instructor Tasks
I Learner Tasks

[> Motifications
< Catalog

— Rebuild Index

Learning

[ User Profiles
> Leamer Groups
[» Organizations

Camnletion
Management

[> Set Up ELM

[ Warklist

[ Tree Manager
> Reporting Tools
[ PeopleTools

I— My Systern Profile
|~ My Dictionary

ORACLE’

|~ Enterprise Learning ;I

I Mass Enroliments External Drop Charge:  |0.00

— Maintain Catedores ice:

laintain Gatedories Price: 0000

— Maintain lterns

— Maintain Delivef Drop Charge: 0.000
Methods

— Maintain Activi
— Maintain Keywords

£5
— Define Supplemental Currency Code: USD  Estimated Cost: Hourly Cost:

[> Financial Details
I Leaming Resources Learning Period: Days Warning Period Days: Days

[» Leaming Reports . l— . i "
© Financial Reparts Days: Hours: Minutes:
— BetLearning Environment
= AUt Mark Activity
— ¥endor Messacge

— Program Status Updates

— Chane Wy Password itli :
¢ Personalizations Waitlist Threshold:

External Price: 0.00

ties

Max Enroliment: Average Fill Rate:

Min Enroliment: I Enforce Enrollment Limit b

™ Enable Waitlist

Waitlist Capacity:

= =l

€l
distart| | G &

= T T T B e

© [~ | L Fellowup - Microsart ou... [[&] Maintain Items - Micr... | E,l| (@ T 1104z A

Step

Action

73.

Enter any published duration information into the Published Duration section.

Revised 1/2013
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The Published Duration sections uses the Days, Hours, and
Minutes fields to estimate how long activities should take using the
identified delivery method. The values entered here become default
values within the Activity Details page.

Duration is not related to learning period. Duration is the amount
of time the learning activity should actually take to complete, whereas
the learning period is the amount of time the learner has to complete
the activity. Most often the learning period will be longer than the
duration.

Step

Action

74.

Enter any enrollment information into the Enrollment section.

[

@ Enrollment fields include:
Max Enrollment (maximum enrollment) - The maximum number of
learners that can enroll into an activity. This number can be
overridden at the activity level.
Min Enrollment (minimum enrollment) - The minimum number of
learners that should enroll in the activity for the activity to be held. If
this minimum number is not met before a pre-defined number of days
prior to the start of the activity, then the Minimum Enrollment Met
Alert notification are sent to the activity administrator to inform them.
This number can be overridden at the activity level.
Average Fill Rate - The average number of learners who enroll in the
activity each time the activity is offered. This field is informational
only.
Enforce Enrollment Limit - Check the checkbox to have the system
prevent learners from enrolling in this activity after the maximum
enrollment number is reached. To have the system generate a waiting
list for this activity, you must select this checkbox. This option can be
overridden at the activity level.

Step

Action

75.

Enter any waitlist information into the Waitlist section.
| ™ Enable Waitlist

Revised 1/2013

@ The Waitlist fields may be overridden at the activity level.

Waitlist fields include:
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Enable Waitlist - Check this checkbox to have the system accept
wait-listed learner’s once maximum enrollment is reached.

Waitlist Capacity - The maximum number of learners that can be
placed on the waiting list. If a learner attempts to enroll in an activity
that has a full waiting list, the system displays a message to indicate
that the activity is full.

Waitlist Threshold - The maximum number of learners that can be
waitlisted. The administrator for the primary learning environment
will be notified if this value is exceeded.

Step

Action

76.

Enter any grades and attendance information into the Grades and Attendance section.
| ™ Auto Mark Completion

Revised 1/2013

The Grades and Attendance fields may be overridden at the activity
level.

Grades and Attendance fields include:
Auto Mark Completion - Check this checkbox to have the system
automatically mark attendance at the completion of the activity.

Mark Completion After - If the Auto Mark Completion is selected,
enter the number of days after the activity end date that the system
should mark attendance.

Launchable from History - Check this checkbox to have the links
associated with web-based, test, or survey learning components to
be launchable from the learner's All Learning page. If checked, the
learner will always be able to launch the content even after the
activity achieves a completion status of ‘Completed' or 'Not
Completed'. This checkbox must be checked if the Allow
Completion from History checkbox is checked.

Allow Completion from History - Check this checkbox to have
learners be able to complete learning activities with web-based, test,
or survey learning components to be launchable from the learner's
All Learning page. This allows a learner to review or test an item as
many times as needed. If the Launchable from History checkbox is
checked and this checkbox is not checked, then learners can launch
the content from the All Learning page but their progress will not
be updated and no changes will be made to the activity's
completion or passing status.
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Step

Action

77.

Enter any technical requirements (such as plug-ins, a microphone, or a connection speed)
for this activity into the Technical Requirements field.

The system does not display this information to learners.

Click in the Technical Requirements field.

78.

Click the Save link.
S ave

79.

To enter additional delivery methods for an item, click the Create New link.

80.

To review a list of item activities or enter activities for an item, click the Activities tab.

o
> P y, 3 L.~
J@Back - Q- \ﬂ @ J\ | /.)Search \‘.’\\'(‘Favumtes {‘3‘ i - J ey, 3 H File ”| W

| ackess [{€] hitps: jdevhr qmis.in.govipspiimup 1 /EMPLOYEE/ELM/cjLIM_COURSESTRUCTLRE LM CL_LA_CMP. GBLTPORTALPARAM_PTCNAY=LM_CI_LA_CMP_GELBEGRF. SChods=FL1 7| Go HLims >

I Enterprise Learning

ORACLE’

| Mew Window | Help | Custarmize Page | \&)

[ Instructor Tasks

I Leamer Tasks Celivery ethod ' Activities

[+ Mass Enroliments
[> Motifications
= Catalog Catalog item:

— Maintain Calegories

= rw.ﬂ:am:am \Iem‘a Activity Activity Status
— Maintain Delivel

Methods

— Maintain Activilies
— Maintain Kevwords
— Bebuild Indexes
— Define Supplemental Delivery Method | Activities
Learning

[» Financial Details

> Leaming Resources

[» User Profiles

[» Leamer Groups

[ Qrganizations

[ Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

(- Set Up ELM

[ Worklist

[ Tree Manager

> Reporting Tools

- PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary

]
i#/start J 280 -

J [+, Follow Up - Microsoft Ou.... || €] Mainkain Items - Micr...

| BlAE B 1s3am

Step

Action

81.

Click the Add New Activity button to add new item activities.
Add Mews Activity

82.

Congratulations! You have successfully created and/or updated an item (course).

End of Procedure.

Revised 1/2013
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How to Create/Update Delivery Method

Delivery methods define how course offerings are presented to learners (for example, through online
learning, classroom instruction, seminars, books, etc.) within the organization. Learners can search the

catalog for offerings by the delivery method that best suits their learning style.

Delivery methods are created for catalog items to identify the specific methods the item'’s activities are
offered. The same catalog item may have multiple delivery methods. There are no restrictions on how

many delivery methods can be defined or how they are named.

This lesson will teach administrators how to create or update delivery methods.

2 Employee-facing registry content - Microsoft Internet Explorer

S

J@Back -© - ﬂ @ ;h|/:)5earch *Fawmtes @‘ = :\; - J3 B

e | 2

| Address [€] https:/idevhr i in. govipsp/imup LEMPLOYEE/ELMfhf?tab=DEFALLT

S Ba s >

ORACLE’

Personalize Content | Layout

Menu 28 Hn

Search:

®
[ My Favarites
[> Self Service
I Manager Self Service
[ Enterprise Learning
[ Set Up ELM
[ Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
— Change My Password
— hiv Personalizations
— by Systern Profile
- b Dictionary

| 2] Done

]

[T |5 [ memet

distart| | (@ @ © = | o2 Mirosoft office outl. .. | [ 2 Mirosot Offics Excel_~|[&] Employee-facing regi.. ‘T Peopleock eLm o0t .. | | (2] 12 @B B auzem

Step Action

1. Click the Enterprise Learning link.
[l Enterprise Leaming|

Revised 1/2013
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| addvess [{€] hitps: b qmis.in.gorv{pspiimup EMPLOYEE fELM/s WEBLIE_PTPP_SC.HOMERAGE. FieldFormula, IScript_AppHP?pt_frame=C0_ENTERPRISE_LEARNINGEFolderPath— 7| Go HLim >

ORACLE'
Menu B

Search:
® ﬁ Enterprise Learning

[+ My Favorites
[- Self Service
> Manager Self Service

E Set Learning Emvironment
Set your current Learning Environment

[ Instructar Tasks
[» Leamer Tasks
[» Mass Enroliments
[» Motifications
I» Catalog
[» Financial Details
I» Leaming Resources
[» User Praofiles
[» Learner Groups
> Organizations
I» Learming Reports
I* Financial Reparts
— Set Learning Ervironment
— Auto Mark Activity
Completion
- ¥endor Message
Managerment
— Erogram Status Updates
[ Set Up ELM
[ Warklist
[ Tree Manager
- Reporting Tools
[- PeopleTonls
— Change My Passward
— My Personalizations
— My Systern Profile
|~ My Diclionary

E Program Status Updates

Process program completions and
expirations

ﬁ Process and review mass enroliment
Iransactions
ElProcess Mass Enrolment
EReview Mass Enraliment Reguest

ﬁ Define purchase order and training unit pools
Upiiats and maintain your sublsdger and
export financial transactions to your general
leciger.
E

in Purchase Orders
EMaintsin Training Units
ElReview Subledser

2 hare

iew and mairtain the learming catalog, learning resources and user profiles. View and meintain enrollmert records, and mark grades and attendance

E" Auto Mark Activity Completion
Process activity completions

Instructor Tasks

Complete instructor-relsted tasks
=l ¥iew Schedule

Elitark Grades and Aftendance

Z

ﬁ Send enrallment, activity, and program
notifications
= Activity.
EProgram

ﬁ Learning Resources

Define and mairtain learning resources
incliding ecuipment, materials, tacitiss, an
session templates.
=l Equipment
Eliaterial
ElFacilties
El3ession Templates

P

Vendor Message Manauement
Review and publish queued transactions to
webcast wendars.

Le sks
Complets lzarmer-relster tasks such as
enralimert, appravals, supplemertsl learning,
nd learming requests. Manage activity and
program rosters.
ElEntoll Leatners
=] Achminister Activity Rosters
= Aciminister Frogram Rosters

2hore..

Catalog
Mairtsin aspects of the Learning Catalog
including categories, keywords, tems,
delivery methods, activities, programs, and
supplemental learning templates
[ElMaintain Catsgories
Elhteintain tems:
[ElMaintain Delivery Methods

4 More

User Profiles

Maintain user profiles for internal and external
learmers and instructors

Elinternal Learners

[ElExternal Learners

Elinstructors

=]
i start J@ 80

J [ 2 Microsoft Office Outl . -| [ 2 Micrasaft Office Excel -| £ Base Navigation Page... PeopleBook ELM 9.0.pdf ... J E|4 @ aizem

1T & @ mtemet

Action

Click the Catalog link.

Click the Maintain Delivery Methods link.

Revised 1/2013
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ORACLE’

I Enterprise Learning il
[ Instructar Tasks
[» Leamer Tasks

Maintain Delivery Methods
[> Mass Enroliments

I Motifications Enter any information you have and click Search, Leave fields blankforalist of all values
= Catalog
— Maintain Calegories

{ Findan Existing Value | Add a New Valus |

— Maintain llerns

Catalog ltem: |beg|n5 with j ||
Delivery Method: | hegins with j |
[hegins W\Ihjl
|begin5 W\Ihj|
™ correct History [ Case Sensitive

n Activities
— Maintain Keywords
— Bebuild Indexes

Cowrse Code:

— Define Supplemental C1 Dy
Learning

[» Financial Details

> Leaming Resources

[> User Profiles

> Leamer Groups

[ Qrganizations

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

Search | Clear |Eas|nSaamh Save Search Criletia

Find an Existing Walue | Add a Mew Yalue

— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary -

Hew Window | Help | 55

| &] Done
Bistart| | (3 & © [

[ & [ ntemet

| 1 2 icrosaft Office Oul.. +| [ 2 Microsoft office Excel_+|[ &7 Maintain Delivery Me... Tt PeoplcBook ELM 90,00 .. | B & anaem

Step

Action

tab to create a new delivery method.

Add a Mew Walue

Enter search criteria to update an existing delivery method or click the Add a New Value

Revised 1/2013

criteria will need to be further defined.

To further define search criteria:

parameters.

;,Ai’ To search for existing data, click the Search or Look Up button to see
a complete or partial list of items associated with the search criteria.
At times, PeopleSoft may only return the first 300 items for undefined
searches. To locate items in lists with more than 300 items, the search

Enter specific search information into one of the search option fields.
When available, the drop-down menu button options, magnifying
glass button, and the calendar button features will assist with
narrowing the search for specific data and/or assist with setting search
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(- Set

ORACLE’
- Enterprise Leaming =
[ Instructar Tasks
[» Leamer Tasks (" Delivery Method |

[+ Mass Enroliments
[> Notifications - e
< Catalon save [E Creale New

— Maintain Calegories

— Maintain llerns

[» Financial Details

> Leaming Resources

[> User Profiles

> Leamer Groups

[ Qrganizations

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— Vendor Message ‘Currency Code: UsD G
Management

Mew Window | Help | Custamize Page | &, =

Send Motifications ~ Return 1o Search

Delivery Method Details

Activities ‘Course Code: Q

— Maintain Keywords

— Rebuild Indexes ‘Delivery Method: Q

— Define Sunplemental y N i
Learning Effective Date: 1101802009

— Program Status Updates Internal Price: 0.00

Up ELM

- yorklist Internal Drop Charge: 0.00
[ Tree Manager
[> Reporting Taols External Price: 0.00
> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary - Dricar I

External Drop Charge:  |0.00

‘Language: English B
Administrator: Q  Cost uso
Primary Instructor: Q Owner: Kathy Hicks Q

First [ 1 o 1 M Last

*Status: Active =
Frequency: j'

&l

0T & @ mtemet

|&
Mistart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Maintain Delivery Me... | @| [ P & 10:31 AW

Step

Action

Click the Course Code Magnifying Glass button.

=

Enter search criteria for the course code or item (course).

Revised 1/2013

jl) To search for existing data, click the Search or Look Up button to see
a complete or partial list of items associated with the search criteria.
At times, PeopleSoft may only return the first 300 items for undefined
searches. To locate items in lists with more than 300 items, the search
criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields.
When available, the drop-down menu button options, magnifying
glass button, and the calendar button features will assist with
narrowing the search for specific data and/or assist with setting search

parameters.
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e

Step

Action

Click the Look Up button.
Look Up

Select the correct item (course) from the list of values.

[EMLA for Mars & Supervisorg]

Click the Delivery Method Magnifying Glass button.

=

10.

Enter search criteria or select a delivery method type from the list of values.

[SelfFPaced Learning Activities]

11.

Confirm the effective date in the Effective Date field is correct.

2 Maintain Delivery Methods - Microsoft Internet Explorer =] x|
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ORACLE’

Mew Window | Help | Custamize Page | &, =

=l

I Enterprise Learning

[ Instructar Tasks

[» Leamer Tasks

[+ Mass Enroliments

[» Motifications

= Catalog

aintain Categories
intain ltemns

Delivery Method

Save

[Erg Create New Send Motifications  Return to Search

First [ 1 o 1 M Last

Delivery Method Details Find | i
DOP_0001 Q

SelfPaced Learning Act &
111 arz009 5

iew All
FMLA for Mors & Superisors

aintain ities ‘Course Code:

— Maintain Keywords
— Bebuild Indexes
— Define Sunplemental

“Delivery Method:

Active ¥

Learnin ‘Effective Date: ‘Status:
I> Financial Details oL . m lﬁ e
I Leaming Resources anguiage: nglis Frequency:
[> User Profiles "

Administrator: — ] .

I Leamer Groups Q  Cost: usp
[ Qrganizations

g Primary Instructor: Q Owner: Kathy Hicks Q

I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools

[EEZEN
External Price: IEII]I]—
External Drop Charge: IEIUU—

‘Currency Code:
Internal Price:

Internal Drop Charge:

> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary

Dricar nnnn

-]
0T & @ mtemet

| BB E nsa

|&
Mistart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Maintain Delivery Me...

Step

Action

12.

Confirm the delivery method status in the Status field is correct.

Active 'I

Revised 1/2013
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ORACLE’

L s et = Mew Window | Help | Custamize Page | &, =
[ Instructar Tasks
> Leamer Tasks Delivery Method

[+ Mass Enroliments

[» Motifications

w Catalog save B Create New Send Motifications  Return to Search
— Maintain Calegories
— Maintain llerns

Delivery Method Details nd First 411 of 1 [ Last

n Activilies ‘Course Code: DOP_0001 S EMLAfor Mgrs & Supervisors

— Maintain Keywords
— Rebuild Indexes ‘Delivery Method: SeltPaced Learning Actk G
— Defline Supplemental i
pefue Susplement *Effective Date: 1111812009 [5] ‘Status: Botive 7]

Learning
[> Financial Details N . e e
b Leaming Resources Language: = Frequency: =
[> User Profiles " .

B LEENE BRI Administrator: Q  Cost uso

E E;gfr:iﬁglgggms Primary Instructor: Q Owner: Kathy Hicks Q

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— Vendor Message ‘Currency Code: UsD G
Management

— Program Status Updates Internal Price: 0.00

(> Set Up ELM

[ yvarklist Internal Drop Charge: 0.00

[ Tree Manager

> Reporting Tools External Price: 0.00

> PeopleToals

— Change by Passwaord

— My Personalizations

— My Systern Profile -

|- My Dictionary - Dricar I =l

0T & @ mtemet
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External Drop Charge:  |0.00

e

Step

Action

13.

Select the correct frequency in the Frequency field from the list of values.

I i

14.

Click the Administrator Magnifying Glass button.

15.

Enter search criteria to locate an enrollment administrator.

;,Ai’ To search for existing data, click the Search or Look Up button to see
a complete or partial list of items associated with the search criteria.
At times, PeopleSoft may only return the first 300 items for undefined
searches. To locate items in lists with more than 300 items, the search
criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields.
When available, the drop-down menu button options, magnifying
glass button, and the calendar button features will assist with
narrowing the search for specific data and/or assist with setting search
parameters.

Revised 1/2013
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Step

Action

16.

Click the Look Up button.
Look Up

17.

Select the correct administrator from the list of values.

HICKS

18.

Confirm or enter a primary instructor in the Primary Instructor field, if applicable.

19.

Confirm or enter the delivery method owner in the Owner field.
[Kathy Hicks |
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Step

Action

20.

Enter any payments information into the Payments section.

Revised 1/2013

}@ The Payments section contains pricing and training unit
information associated with the delivery method of an item.
Selections made in either the Pricing section or the Training Units
section can be overridden for adjustments at the activity level as
needed.
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Pricing fields include:

Internal Price - The price to charge internal learners to enroll into
item activities. Internal learners are learners who are tracked in
PeopleSoft HR as employees, contingent (contract) workers, or
persons of interest (board members, external instructors, etc.)
Internal Drop Charge - The amount to charge internal learners for
dropping activities after the drop period.

External Price - Not used.

External Drop Charge - Not used.

Training Units fields include:
Not used - training units only apply to external learners.

Step

Action

21.

Enter any estimated cost information into the Estimated Cost section.

The entered Estimated Cost values can be used to calculate
forecasted learning costs when training plan budgets are produced that
includes activities with this delivery method.

Estimated Cost fields include:

Estimated Cost - The default value appearing in the delivery method
estimated cost is inherited from the catalog item. It represents the
estimated cost, per learner, of delivering the activity. The system uses
the cost entered here to determine the forecasted cost for the activity.
This does not include any hourly costs.

Hourly Cost - The default value appearing in the delivery method
hourly cost is inherited from the administrator's learning environment.
Enter the estimated hourly cost, per learner, of delivering the activity.
The system uses the cost entered here to determine the forecasted cost
for an activity based on the number of hours defined for each of the
activity's components on the recommended duration page.

Step

Action

22.

Enter any learning period information into the Learning Period section.

Revised 1/2013

& The Learning Period fields are used most often for activities with
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web-based, test, survey, or assignment delivery method learning
components only. The selections made here may be overridden at the
activity level.

Learning Period fields include:

Learning Period - The number of days after the enrollment date that
learners must complete the activity. If the learner has not received a
completion status of either 'Completed’ or 'Not Completed' for an
activity, at the end of the learning period the Auto Mark Activity
Completion process will run changing the learner's status
accordingly.

Warning Period Days - The number of days before the end of the
learning period that the system sends an email notifying the learner
that the learning period is about to expire.
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Step

Action

23.

Enter any published duration information into the Published Duration section.

Revised 1/2013

@

The Published Duration sections uses the Days, Hours, and
Minutes fields to estimate how long activities should take using the
identified delivery method. The values entered here become default
values within the Activity Details page.
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Duration is not related to learning period. Duration is the amount
of time the learning activity should actually take to complete, whereas
the learning period is the amount of time the learner has to complete
the activity. Most often the learning period will be longer than the
duration.

/2 Maintain Delivery Methods - Microsoft Internet Explorer =] x|
Oaack > 2 ﬂ ﬁ '*,|/-‘-55ar(h \;:'\?:’Favuntes {4}‘ = ﬂ 3 H Fie | 4R

Address [{@] hueps:idevhr. gmis in. govfpspfmup LiEMPLOYEE ELMjc/LM_COLRSESTRUCTURE.LM_DMTHDS_LA_GBL.GELFFolderPath=PORTAL_ROCT_DBIECT.C0_ENTERPRISE_LEAR( 7] [ 50 Hunks >

ORACLE’

. EXU I U0 Lange: Uy Y
-~ Enterprise Learning —I ! _I
I Instructor Tasks
[> Learer Tasks

[> Mass Enrallments Price: 0.000

[> Motifications

- Cataloy Drop Charge: 0.000

— Maintain Catetoties
Maintain ltermns

Currency Code: USD  Estimated Cost: Hourly Cost:

— Rebuild Indexes

— Define Supplemental Learning Period: Days Warning Period Days: Days
Learning

[> Financial Details

> Learning Resources
[ User Profiles Days: Hours: l— Minutes: m
> Leamer Groups
[» Organizations

> Leaming Reports
I* Financial Reports Max Enroliment: Average Fill Rate:
— SetLearning Environment
— Auto Mark Activi Win Enrollment: [” Enforce Enrollment Limit
Campnletion
— ¥endor Messacge
Management .
— Program Status Updates ™ Enable Waitist
[+ Set Up ELM Waitlist Capacity: o
[ Warklist
> Tree Manager Waitlist Threshold:
> Reporting Tools
> PeopleTools
- Chanoe My Password
— My Personalizations
— iy Sustern Profile [¥ Launchable from History [¥ Allow Completion from History

— My Dictionary - =

[~ Auto Mark Completion Mark Completion After: Days

| €] Done Y

Bistart| | (G @ @ | [ Inbox-Microsoft Qutiock || ] Maintain Delivery Me... | B B 10:38 am

Step

Action

24.

Enter any enrollment information into the Enrollment section.

Revised 1/2013

@ Enrollment fields include:
Max Enrollment (maximum enrollment) - The maximum number of
learners that can enroll into an activity. This number can be
overridden at the activity level.
Min Enrollment (minimum enrollment) - The minimum number of
learners that should enroll in the activity for the activity to be held. If
this minimum number is not met before a pre-defined number of days
prior to the start of the activity, then the Minimum Enrollment Met
Alert notification is sent to the activity administrator to inform them.
This number can be overridden at the activity level.
Average Fill Rate - The average number of learners who enroll in the
activity each time the activity is offered. This field is informational
only.
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Enforce Enrollment Limit - Check the checkbox to have the system
prevent learners from enrolling in this activity after the maximum
enrollment number is reached. To have the system generate a waiting
list for this activity, you must select this checkbox. This option can be
overridden at the activity level.

Step

Action

25.

Enter any waitlist information into the Waitlist section.

@ The Waitlist fields may be overridden at the activity level.

Waitlist fields include:

Enable Waitlist - Check this checkbox to have the system accept
wait-listed learner’s once maximum enrollment is reached.

Waitlist Capacity - The maximum number of learners that can be
placed on the waiting list. If a learner attempts to enroll in an activity
that has a full waiting list, the system displays a message to indicate
that the activity is full.

Waitlist Threshold - The maximum number of learners that can be
waitlisted. The administrator for the primary learning environment
will be notified if this value is exceeded.

Step

Action

26.

Enter any grades and attendance information into the Grades and Attendance section.

Revised 1/2013
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Step Action

217. Enter any technical requirements (such as plug-ins, a microphone, or a connection speed)
for this activity into the Technical Requirements field.

The system does not display this information to learners.

28. Click the Save link.
S ave

29. Congratulations! You have successfully created or updated a delivery method.
End of Procedure.

Mass Enrollments

Enrollments consisting of 30 or more individuals will require mass enrollment. Mass enrollment
provides an efficient method for handling large volume enrollments by submitting one request for a large
number of learners.

There are three parts to completing mass enrollments:
1. Mass enroll the learners

2. Process the Mass Enrollment
3. Review the Mass Enrollment

How to Mass Enroll Learners
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Multiple learners consisting of 30 individuals or more are considered mass enroliments.
This lesson will teach administrators how to mass enroll learner groups into an activity.
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Step

Action

Click the Enterprise Learning link.
[l Enterprise Learning|
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=[2]x]
Qe - © - [¥] [B] (0| Omar Jrravme: @3- 0w - [ ) B || e >

Address [{&] https://devhr.amis.n. gov/pspfimup L /EMPLOYEE/ELM/sWEBLIE_PTPP_SC. HOMEPAGE. FieldFormula. IScript_AppHPZpt_fneme=CO_ENTERPRISE_LEARNINGEFolderPath=1¥| [E] Go |]Unls >

Search:

) ﬁ Enterprise Learning
> bty Favarites
“igw and maintain the learning catalog, learning resources and user profiles. Yiew and mairtain enrolimert records, and mark graces and attendance.

1> Self Service
b Manager Self Service Set Learning Environment = Auto Mark Activity Completion Vendor Message Management
G = = i=

Set your current Learring Enviranment Process adlivity completions Reeview and publish sueued ransactions to

wrehcast vendors,

I> Instructor Tasks

b Learner Tasks
& Mass Enrollments
> Notifications 5= Proaram Status Updates ﬁ Instructor Tasks ﬁ Learner Tasks
b Catalog Process program complsfions ane Complete instructor-refated tasks. Complet [earner-related tasks such as
& Financial Details expirations. Elview Schedue envolinert, approvals, supplementai learning,
I» Leaming Resources Elntark Grades and Atendance and learning requests. Manage activity and
& User Praflles program rosters
I Learner Groups ElEnrol Learners

=] Aciminister &ctivity Rosters
I Organizations
b Lea,mg Renorts = fminister Program Rosters
& Financial Reports

— SelLearning Er Mass Notifications Catalog
— Auto Mark Activi Process and review mass enroliment Send envolment, sctivity, and program Mairtain sspects of the Learming Catslog

Completion transactions. natifications. includling categories, keywerds, tems,

- Vendor Messane ElProcess Mass Enroliment EEnralimert delivery methads, activities, programs, and
Management FElReview Mass Ervolment Resuest B Activit supplemertal learming templates
- Program Status Updates = Program F=sintain Catenories:
b SetUp ELM ElMaintain tems 1.
b Worklist Elwtaintain Delivery Methacs
1> Tree Manager
P el el ﬁ ancial Details ﬁ Learning Resources ﬁUsel Profiles
p Pl Dfine purchase arder and training uni paols Define and maintain learming resources Maitain ver profies for interral and external
- Change hy Password Upitete and maintain your subledger and ineluing equipment, materials, facilties, and learmers and instructors.
- iy Personalizations export financial transactions to your general session templates. Eliternal Learners
— My Svstern Profile ledger. ElEquipment [ElExternal Learners
My Dictionary ElMsintsin Purchase Orders Elhterial Elinstructors
ElMairtain Trairing Lints EFaciities
ElReview Subleduer = Session Templates
2More
|&] Done [T 2 [ meemet

istart| | (2} @ © [~ | [ Ibox-Microsoft Outlosk [ &1 Base Navigation Page...

I @‘ (B 243 pm

41|Page




Training Guide

Step

Action

Click the Learner Tasks link.

Click the Enroll Learners link.

nroll Learners
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Step

Action

Enter search criteria for the training requester.

A learning environment and learner group is associated with a learning requester
upon a learning request submission. By default, a request inherits the requester’s
learning environment and the learner group associated with the requester’s job and

learning profile.

Learners cannot drop activities if they were not the requesters during the
enrollment process. A learner can only drop activities that he or she self-enrolls
in or are identified as the requestor by an administrator during the enrollment

process.

%

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only

Revised 1/2013
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return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be furt

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data

and/or assist with setting search parameters.

her defined.

Step

Action

Click the Search button.
Search

Select

Click the Select button to right of the correct requester to select the requester.
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Step

Action

Enter search criteria in the Search for Learning section, if desired.

Revised 1/2013
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To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data

and/or assist with setting search parameters.

Action

Click the Search button.

Search

Locate the correct activity in the Select learning for enrollment section.

10.

Click the Enroll button to the right of the correct training activity in the list.

Enrall

Revised 1/2013
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Step Action

11. A mass enrollment would include an entire Learner Group, Business Unit, Job Code,
Position, or Organization.

Click the Magnifying Glass button to the right of the appropriate search field to locate the
correct learner group for enroliment.

=

12. Enter search criteria for the group of learners to mass enroll.
ldvanced Lookup|

j To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.

Step Action
13. Click the Look Up button.
Look Up
14. Select the correct learner group from the list of values.
DHE
15. Click the Search button.
Search
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— Maintain Approvals
— Add Supplemental
Learning
I Mags Enroliments
> Motifications
I Catalog
I> Financial Details
I Learning Resources
I User Profiles
I Learner Groups
> Organizations
> Leaming Reparts
I> Financial Reparts
- Set Learning Ervironment
— Butn Mark Aetivity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations
- My Syster Profile
- by Dictionary B |
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Ta tontinue select ffom Tollowing options

Schedule Mass Enroliment
Gontinue Group Enrollment and select the individual Leamers but do not to exceed the maximurn of 30
Cancel and return to leamer selestion page to modify criteria

Schedule Mass Enroliment

continue | cancal | —
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Step

Action

16.

Click the Schedule Mass Enrollment button.
Schedule Mass Enrollment

Revised 1/2013

ZhEnroll Learner- crosoft Internet Explorer & x|

Qe - © - [x] &) p ‘psﬁ.[h /% Favortes €-’M Bv ; - JE 3 H Fle =

Address [{&] https://devhr.amis.n. gov/pspfimup L EMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER, GBL7FalderPath=FORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARNING.¥] [E] Go |]Unls >

ORACLE

a| Acti Code: H — -
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[ Enterprise Learning Price Per Seat: 0.00UsD Drop Charge: 0.00UsD
I Instructor Tasks
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Last Enrollment Date: .. Last Drop Date: -
~ Administer Activity Available Seats: - Avallble Waithst: 5
Bucters Language: English
~ Administer Proram guage: &
Rosters
— Maintain Approvals
— Add Suppl ital " .
T r— Learner: Business Unit:
[ Mass Enraliments Manager: <Job Code:
b Metifications Learner Group: DNR Positior
b Catalog - ’ -
b Financial Detalls Hire Date: - Organization:
I Learning Resources
I User Profiles
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[ Organizations Request Name: ™ override Approval

I Learning Reports Description:
I> Financial Reparts —
- Set Learning Ervironment Ee
— Butn Mark Aetivity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations
- My Syster Profile
- by Dictionary B
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I Notify Learner
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Step Action
17. Click in the Request Name field.
18. Enter a request name to identify the mass enroliment in the Request Name field of the

Mass Enrollment Options section.

The request name appears in the Description column on the Mass Enrollment
Requests page. This indicative label and/or some form of date stamp will assist with
identifying the request when reviewing all mass enrollment requests.

Step

Action

19.

Check the Override Approval checkbox, if desired.
| ™ override A|}|}|'wal|

Check this checkbox to override manager and administrator approval for all learners.
If the activity requires approval and the checkbox is left unchecked, the system sets
the enrollment status for all learners to Pending Approval.

This option does not override payment approvals that the system requires when a
training unit pool or purchase order has an owner assigned.

Step

Action

20.

Check the Override Prerequisite checkbox, if desired.
| ™ override Prerequisite

Check this option to override required and enforced prerequisites for all learners.

Step

Action

21.

Check the Notify Learner checkbox, if desired.
|~ Notify Learner|
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This option sends an email notification to all learners whose enrollment fails. The
system will automatically send email notification to all learners that are enrolled
successfully.

Step Action

22, Check the Notify Requester checkbox, if desired.
| I Notify Requester|

j This option sends an email notification to the requester upon completion of the
process. The notification includes how many learners are successfully and
unsuccessfully enrolled.

Step Action

23. Check the Chargeback Learners' Dept checkbox, if desired.
| r Chargeback Learners’ Dept

j This option uses each learner's chargeback information, rather than use the
requester's chargeback information for all learners.

Step Action
24, Enter a description of the mass enrollment request to be displayed on the Review Mass
Enrollment report in the Description field of the Mass Enrollment Options section, if
desired.
25. Click the Continue button.
Continue

Revised 1/2013 48 |Page




Training Guide

Zh Enroll Learners - Microsoft Internet Explorer IS
Qe - ) - [x] 2 ;_‘J‘/f)sEanh /% Favortes @;‘ - w - JE 3 H e ”

Address [{&] https://devhr.amis.n. gov/pspfimup L EMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER, GBL7FalderPath=FORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARNING. ¥| [E] 6o |]Unls >

ORACLE’

3
Ui

- Manager Self Service ;I
[~ Enterprise Learning
D Instructor Tasks

Mew Window | Help | Custornize Pane | 5, ]

=~ Leamer Tasks Enroll Learners - Payment Details
- Enroll Learners
— Administer Aetivity
Rosters By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Academy
— Ad ter Program Submit Enroliment I Return To Previous Page
Ruosters
— Maintain Approvals
— Add Supplemertal Werlfy chargehack infarmation. You can modify the charges, if reguired. To splitthe payment add a row
Learning to the payment scrall and specify the relative percentages in the Split % field. Selectthe "Subrmit
[ Mase Enrallments Enroliment’ hutton to pracess the batch enrallment,
I Motifications
I Cataloy

I> Financial Details - . l—

b Learning Resources Price Per Seat: 000 Uso

b UserPrafles mopcharge: [ 000 uso

I Learner Groups

I Organizations

I Learning Reports

I> Financial Reparts

— SetLearning Environment

= Auto Mark Activity
Completion

- Yendor Message *Account: (¢} Split Delete
Managernent : —

— Program Stalus Updates Afternate Account: BN

> Sat Up ELW Operating Unit: Q

> Warklist

[> Tree Manager Fund Code: aQ

P Rl ol Program Code: e}

I PeopleTools

- Change My Password Class Field: aQ

Please enter your Chargeback information in the fields below.

-

- by Syclom Proile | @

- My Dictionary - Budget Reference: Q I~
o [ U =1, X
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Step Action

26. Confirm and/or change fees information as required in the Fees Information section.

;,Ai’ The Fees Information fees and drop charges for an activity default from the Activity

Details page. The section is used to modify activity fees and drop charges for each
learner.

Fees Information fields include:
Price Per Seat - A price for the activity.
Drop Charge - A drop charge for the activity.

;,A;f' Prices can increase or decrease after enrollment and drop charges may be changed at
any time. Changes to drop charges take affect only if the changes are made
before dropping the learner. The system does not allow changes to drop charges
for a learner after the learner has been dropped.

Any changes to activity prices or drop charges result in a new transaction row for the

enrollment record enabling the tracking of all payment changes to an enrollment
record.
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Step

Action

217.

Confirm and/or change activity chargeback information as required and/or available in the
Enter Charge Back Information - Chargebacks section.

The Enter Charge Back Information section is used to enter chargeback account
information. The ChartField values appear by default from the general ledger
business unit that is mapped to the PeopleSoft HR business unit the requester belongs

to.

If the Chargeback Learners' Dept checkbox is checked on the Mass Enrollment
page, the system hides the Enter Charge Back Information section.

T —
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- Enterprise Learning
I: Instructor Tasks

= Learmer Tasks

— Enroll Learners
— Adiminister Activity

Rosters
— Administer Program
Rosters
— Maintain Approvals
— Add Supplernental
Learning
I hass Enroliments
> Notifications
> Catalog
I Financial Details
> Learning Resources
> User Profiles
> Learner Groups
> Organizations
> Learning Reports
I Financial Reports
— Set Learnine Enyi

I> anager Self Service ;‘

to the payment seroll and specify the relative percentages In the Spiit % field. Select the "Submit

Enroliment’ button to process the batch enroliment

Price Per Seat: 0.00 usD
Drop Charge: 0.00 USD

Please enter your Chargeback information in the fields below.

[Chargebacks

*Aecount: Q

Alternate Account:
Operating Unit:

Fund Code: Q

Program Code:

Class Field: Q

— Auto Mark Activity
Completion

— Wendor Message
Management

— Program Status Updates

- Set Up ELM

> Warklist

[ Tree Manager

b Reporting Toals

- PeopleTools

- Chane by Passward

- by Personalizations

- by Svstern Profile

Budget Reference:

Product: Q
Project: a

Split % 100

submitEnoliment | gor 10 provos Page

| by Dictionary ~

Split Delete

|i&] Done
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Step

Action

28.

Click the Submit Enrollment button.

Submit Enrollment

Revised 1/2013

50|Page




Training Guide

pEIES
Qe - ) - [x] 2 ;M/,’)sﬁ.[h /% Favortes g}‘ 3= ; - JE 3 H e 7 ar

Address [{&] htps://devhr.amis.n. gov/pspfimup L EMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER, GBL7FalderPath=FORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARNING. ¥| (£ Go |]Unls >

ORACLE’

Menu B
 Manager Self Service =l 2l
e L ecom: ) sl Dot
~ Learner Tasks Alternate Account: Q
— Enroll Leamers
— Administer Activity Operating Unit: @
Rosters Fund Code: Q

— Administer Program
Rosters Program Code: aQ
~ Maintain Approvals i —
~ Atd Supplemental Class Field: a
Learning Department: aQ
I Mass Enraliments
P Netfications Budget Reference: a

b Catalog Product: BN

© Financial Details
[ Learning Resources Project: Q
I User Profiles it %
I Learner Groups Spitt o
b Qrganizations
I Learning Reports
I Financial Repotts
- Set Learning Environment
= Buto Mark Activity This is your mass enraliment confirmation 1D 1432,
Completion
- Vendor Message ‘ou have successtully submitted your mass enroliment.
Management
— Brooram Status Updatas Enroll New Leamers  Search for Leaming Eind New Reguester
> Set Up ELM
> Warklist
> Tree Manager
I Reporting Tools
I PeopleTools
- Change My Password
- hiy Personalizations
- hiy Systern Profile
|- hiy Dictionany - L‘

|&] Done [T [& [ meemet
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Step Action

29. The system displays the mass enrollment confirmation 1D number in the Mass
Enrollment Submission section.

(;] If a mass enrollment request name or description was not entered, use this number
to locate the mass enrollment during the Mass Enrollment Request process to view
the status of the mass enrollment.

Step Action

30. Congratulations! You have successfully completed a mass enrollment.
End of Procedure.

How to Process Mass Enrollments

This lesson will teach administrators how to process mass enroliment requests.
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Personalize Content | Layout Help

[+ Wiy Favarites

> Self Senvice

> Manager Self Service
> Enterprise Learning
> Set Up ELM

- Worklist

> Tree Manager

> Reparting Tools

> PeopleToals

- Change Wy Password
- My Personalizations
- My System Profile

- My Dictionary
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Step

Action

31.

Click the Enterprise Learning link.
[I> Enterprise Learning|
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[ hanager Self Serdce = Set L eaming Envitonment Auto Mark Activity Completion = ‘endor Message Management
Set your current Learning Environment Frocess activity completions. ‘eview and publish queved transactions to

wehCast ventors.

b Instructor Tasks
b Learner Tasks
b Mags Entoliments

b Motifications E Program Status Updates Instructor Tasks ﬁ Learner Tasks

b Catalog Process program completions ane Complete instructor-related tasks Complete leamer-related tasks such as

I Financial Details expiralions. View Scheduls enraliment, approvals, supplemental learming,

b Leatning Resources = Mark Grades and Atendance and learming reduests. Manane activty and

I User Profiles (R S

I Learner Groups Eiizn” Leaners

[ Organizations Sominisler Aclivily Roslers

Acminister Program fRosters

I Learning Reports El?fﬂn;\:v;sler Program Rosters

I> Financial Reports ———

- SetLeaming ﬁ Mass. ﬁ Notifications ﬁ Catalog

~ fuito Mark Autivi Process and review mass enrollment Send enrelimert, activty, and program Maintain aspects of the Learning Catalog
Completion transactions: notitications. including categaries, keywords, tems,

- Yendor Message Elprocess Mass Enroliment EEnrolimert elivery methods, activities, programs, and
Management EReview Wass Enrolmernt Renuest B Activity supplemertal learning templates.

- Brogram Status Updates EProaram Eltsintain Cateqories

Elitairtain tems: -

I> Set Up ELM MEintain fems:
F=l\isintain Delivery Methods

I Warklist
I Tree Manager

User Profiles
Mairtain user profies for internal and external
learners and instructors.

> Reporting Tools K] nancial Details Learning Resources
[ PeopleTools Define purchase arder and training unit pools. Define and mairtsin learming resources
- Chanee by Password Uptate and maintain your subledger and including equipment, materiats, faciities, and

I My Personalizations export financial transactions to your geners| session templates. linternal Learners

I My Svstern Profile ledger = Equipment ElExternal Learners

|- My Dictionany ElMairtain Purchase Orders Enaterial Elinstructars
ElMaintain Training Units = Facilties
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Step Action

32. Click the Mass Enrollments link.

E{Iﬁﬁ Enrollments

33. Click the Process Mass Enrollment link.

EI ocess Mass Enrolliment
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ORACLE’ - 5
lome Workis Sign o
MEME : 2] Hew Window | Help |
®
[ by Favorites Process Mass Enrollment

> Self Senice
I Manager Self Service
- Enterprise Learning

[ty Teets | Find an Existing Value {_Add a New Value |

I> Learner Tasks

< Mass Enrollments Search by: Run Control ID egins with |

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

-P
[™ case Sensitive
— Review Mass Enrollrment
Reguest
& Nofifcations Search | Agvanced Search
> Catalog
I Financial Details Find an Existing Value | Add & New Valug

> Learning Resources
> User Profiles
> Learner Groups
> Organizations
> Learning Reports
I Financial Reports
— Set Learnine Ervironment
— Autn Mark Activity
Completion
— Vendor Message
banavement
— Program Status Updates
> Set Up ELM
I Warklist
> Tree Manager
> Reporting Tools
- PeonleTools
- Chance hy Password
— My Personalizations
- My Systern Profile
— My Dictionary v

|i&] Done T[T [& @ meeme
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Step Action

34. Enter a run control ID into the Run Control ID begins with field.

New run control ID's may be added by clicking the Add a New Value tab.

jl) A Run Control ID identifies the person who is running a process within the system.
The Run Control ID is not an assigned value but is created by the person using the
system. A Run Control ID may be a person’s name, PeopleSoft ID number, etc.

Step Action

35. Click the Search button.
Search

Revised 1/2013 53|Page




Training Guide

2l Process Mass Enrollment - Microsoft Internet Explorer IS
Qe - ) - [¥] (2] (D] Do Formones @) 2+ 12w - [ JF B [ e | 2

Address [{&] htps://devhr.amis.n. gov/pspfimup L /EMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_MASS_ENRL_RNCTL.GBLIPORTALPARAM PTCHAY=LM Mass_ENRL_RNCTL cBLaecrr | (£ 6o |]Unls >

ORACLE’

®

> bty Favarites
1> Self Service
> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
1> Learner Tasks

Request
> Motifications
I Catalog
I> Financial Details
I Learning Resources
I User Profiles
I Learner Groups
> Organizations
> Leaming Reparts
I> Financial Reparts
- Set Learning Ervironment
— Butn Mark Aetivity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools

> PeopleTools

- Chanae My Password
- My Personalzations
- My Syster Profile

- by Dictionary

Run Mass Enrollment

Mew Window | Help | Custornize Pane | 55

Run ControlID:  run

‘Learning Emvironment 1D Q
Activity ID Q

[ save | O\Returnto Search | | (] natify

Eeport Manager  Process Monitor

Run |

EvAdd | | £ UpoiteDisplay

|&] Done
i start J@ 8 0L
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Step

Action

36.

Click the Learning Environment ID Magnifying Glass button.

=

37.

Search for or select the correct Learning Environment ID from the list of values.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further d

efine search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data

and/or assist with setting search parameters.

Step

Action

38.

Click the Activity ID Magnifying Glass button.

=

39.

Search for or select the correct Activity ID from the list of values.

[advanced Lookup|
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Step

Action

40.

Click the Run button.
Fun

Process Mass Enrollment - Microsoft Internet Explorer
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I by Favorites
> Self Senice

I Manager Self Service
- Enterprise Learning

Process Scheduler Request

User ID: K248612

Run Control ID: run

Mew vindow | Heln | Custormize Pae | /B

I> Instructor Tasks
I> Learner Tasks
= Wags Enrolliments

Server Name:

j' Run Date:
=
 a

Recurrence: Run Time:

Time Zon
Process List

Select Description

1= Process Mass Enrollment

— Review Mass Enrollment
Eequest
> Notifications
> Catalog
I Financial Details
> Learning Resources
> User Profiles
> Learner Groups
> Organizations
> Learning Reports
I Financial Reports
— Set Learnine Ervironment
— Autn Mark Activity
Completion
— Vendor Message
banavement
— Program Status Updates
b SetUp ELW
I Warkiist
> Tree Manager
> Reporting Tools
- PeonleTools
- Chance hy Password
— My Personalizations
- My Systern Profile

Process Name
LM_MASS_ENRL

Ok Cancel

h1s23rz009 5
3:07:07PM Resetta Current Date/Time

Distribution

Process Type ‘Tupe “Format

Application Engine  [Web ] [TXT =] Distribution

— My Dictionary v
|i&] Done T[T [& @ meeme
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Step

Action

41.

Click the OK button.
(o]
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Run ControlID:  run Eeport Manager  Process Monitor
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“Learning Environment 10 1 Q
Activity ID 1569 O

— Review Mass Enrallment
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I Catalog
I> Financial Details
I Learning Resources
I User Profiles
I Learner Groups
> Organizations
> Leaming Reparts
I> Financial Reparts
- Set Learning Ervironment
— Butn Mark Aetivity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations
- My Syster Profile
- by Dictionary
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Step

Action

42.

Click the Process Monitor link.

Process Monitor
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I by Favorites
> Self Senice
I Manager Self Service
- Enterprise Learning
> Instructor Tasks
> Learner Tasks

User ID: [228512 Q. Type: Tliast: [ 1 [Days 7] Refresh

 Mase Entoments Server: | =l Name: [ Q, mstance: [ to |
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Status
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[ Leaming Resources [ 148069 #pplication Engine LM_MASS_ENRL K248512 1172372000 2:41:01PMEST  Processing  NiA Details
1> User Profiles
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> Learning Reports
I Financial Reports
— Set Learnine Ervironment
— Autn Mark Activity
Completion
— Vendor Message
banavement
— Program Status Updates
> Set Up ELM
I Warklist
> Tree Manager
> Reporting Tools
- PeonleTools
- Chance hy Password
— My Personalizations
- My Systern Profile

Go back o Process Mass Enrollment

2 Save | [ Natify

Process List| Server List

|- My Dictionary -
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Step Action
43, Click the Refresh button until the Run Status column status is Success and the
Distribution Status column status is Posted.
Fefresh
(;3 It may be necessary to click the Refresh button several times to receive the correct

Run Status column and Distribution Status column statuses.

(;) When running multiple reports, reference the Run Date/Time column to locate the
most recent report ran. This most often will be the report at the top of the Process
List section.

Step Action

44, Congratulations! You have successfully processed a mass enroliment request.
End of Procedure.

Learner Groups

A Learner Group identifies groups of learners who will complete training together. Learner groups can
be created by Business Unit, individual Learner ID, Job Codes, etc.

One of the primary functions of learner groups is to control access to the learning catalog. For a user to
access a particular activity (session) in the catalog, the user must belong to a learner group that is assigned
to the activity (session), the catalog item (course), and the category (State agency) that’s associated with
the catalog item.

Learner group data is defined by associating a Learner Group with a Learning Environment and owner
(administrator). Learning environments control which parts of the catalog an administrator can view and
update, as well as the default values and options that are associated with the objects (such as categories,
catalog items, activities, and programs). The learning environment also enables administrators to access
the instructors and resources that are available for assignment.

How to Add Learner Group

Define learner group data by associating the learner group with a learning environment and owner.
This lesson will teach administrators how to add a learner group.
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Step

Action

Click the Enterprise Learning link.
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Step

Action

Click the Learner Groups link.

[I- Learner Groups]
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Step

Action

Click the Maintain Learner Groups link.
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Step

Action

The Add Criteria Based Learner Group option creates a new learner group with group
members based on specified group criteria, such as business unit, department, or job code.

Click the Add Criteria Based Learner Group link.

Edd Criteria Baged Learnet Group

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data

and/or assist with setting search parameters.
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Created:

Step Action

5. Click in the Group Name field.

6. Enter a group name into the Group Name field.

(;] It is recommended to use the agency acronym (such as DOC, DCS, FSSA, DNR,
etc.) at the beginning of the title.

Step Action

7. Click in the Short Description field.

8. Enter the group name abbreviation into the Short Description field.

9. Click the Learning Environment drop-down menu button.

10. Select the learning environment to associate with the learner group from the list of values.
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Step

Action

11.

Click the Owner Magnifying Glass button.

=

This field is for documentation purposes only.

Step

Action

12.

Enter search criteria for the learner group owner name.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.

Step Action
13. Click the Look Up button.
Look Up
14. Select the correct person from the list of values.
247784
15. Click the Group Status drop-down menu button.

&
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16. Select Inactive while developing a new learner group or for groups no longer in use.

Select Active when the group is ready for use.
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Step

Action

17.

When checked, the Automatically maintain membership checkbox will automatically

update learner group membership when the ELM system update occurs.

Check the Automatically maintain membership checkbox.

The ELM integration runs three times per day to update (refresh) system data. The
integration process currently occurs at 9:00 a.m., 2:00 p.m., and 7:00 p.m. System
changes made prior to a refresh will not show in the system until after the update

occurs.

Step

Action

18.

Click in the Comments field to enter any learner group related comments.

19.

Click the Group Criteria tab.

Group Criteria
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Step Action
20. Click the Criteria Type drop-down menu button.
21. Select the correct criteria type from the list of values.
[Department |
22. Click the Operation drop-down menu button to change the operation criteria if needed.

H|

Operation values include:

* < Less than

» <= Less than or equal to

* <> Not equal to

» = Equal to

» > Greater than

» >= Greater than or equal to

Step Action
23. Click the Criteria Value Magnifying Glass button.
24, Enter search criteria for the correct criteria value.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.
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Step Action

25. Enter the desired information into the Organization Name field. Enter "SPD".
26. Click the Look Up button.
Look Up
217. Select the correct organization from the list of values.
|SPD - HR Mgt Info Sves Di
28. If additional Learner Group Criteria needs to be defined, click the Add a new row
button to add the additional information.
29. Click the Populate Learner Group button.
Fopulate Learner Graup
30. Scroll down the page to review the learner group member information.
31. Click the Save link.
Save
32. Congratulations! You have successfully added a learner group.

End of Procedure.

How to Populate Learner Group

When a learner group is created, there are two options for populating the group:

1. Click the Populate Learner Group button on the Group Criteria page or;
2. Run the Populate Learner Group process.

When running the process for all scheduled groups, the system refreshes any automatically-maintained,
criteria-based learner groups that are affected by changes that have been made to learner or department
profiles.

After populating a learner group, view the members through Maintain Learner Groups.

This lesson will teach administrators how to populate learner groups using the Populate Learner Group
process.
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Step

Action

Click the Enterprise Learning link.

[I> Enterprise Learning|
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Step

Action

Click the Learner Groups link.

earner Groups

Click the Populate Learner Groups link.

Eopulme Learner Groups
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Step

Action

Enter a Run Control ID into the Run Control ID field and click the Search button.

To establish a Run Control ID:

1. Click the Add a New Value tab.

2. Enter a Run Control ID into the Run Control ID field.
3. Click the Add button.

Add a Mew Walue

1@ A Run Control ID identifies the person who is running a process within the system.
The Run Control ID is not an assigned value but is created by the person using the
system. A Run Control ID may be a person’s name, PeopleSoft ID number, etc.
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Action

Click in the Learner Group ID field to enter the Learner Group ID number or use the
Magnifying Glass button to search for the Learner Group ID number.

Click the Run
Fun

button.
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Step

Action

Click the OK button.
(o]"4

ZPopulate Learner Groups - Microsoft Internet Explorer
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IEEL

ORACLE

> My Favorites

I Manager Self Service
[~ Enterprise Learning
I Instructor Tasks Run Control I run
1> Learner Tasks

> Mass Enrollments
> Natifications Run Scheduled Learner Groups [
1> Catalog

I> Learning Resources

1> User Profiles

= Learner Groups Learner Grouy
— Maintain Leamer Groups

I Qrganizations

I Learning Reports

I Financial Repotts

— SetLearning Ervironmment B save | L Refresh

— Autn Mark Activity
Completion

- Yendor Message
Management

- Brogram Status Updates

> Set Up ELM

> Warklist

> Tree Manager

I Reporting Tools

I PeopleTools

- Change My Password

- hiy Personalizations

- hiy Systern Profile

|- hiy Dictionany

Mew Windaw | Help | Custarnize Pae | 5}

b Self Service Populate Learner Group

Process Instance 148020

I> Financial Details Learner Group ID: 1394 Q

PeopleSoft All Leamers

Learning Environment:  Core Learning Activities
Criteria Type Criteria Value
Learn Env 1

|&] Process Instance:148020
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Step

Action

Click the Process Monitor link.

Process Monitor
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> My Favorites

Process List Y Senver List

Mew Window | Help | Custornize Pane | 55

1> Self Service
> Manager Self Service
-~ Enterprise Learning

> Financial Details
I> Learning Resources

I> User Profiles

Select Instance Seq. Process Type Process Name User

I Instructor Tasks Useri: [kzag512 QL Type: [ =l Last: 1 [pays x| Rsfresh
> Learner Tasks = ! .

b Mass Enrollments server: | | Name: [ O mstance: | to

> Natifications R [ =] Distribution | =l | Save On Refresh

b Catalog Status: Status

Customize | Find | Vi

First {1 o 1 [F] Last

Run Date Time Run Statys  2SHINTION 50050

= Learner Groups

[~ 148020 Application Engine

> Organizations

> Leaming Reparts

I> Financial Reparts

- Set Learning Ervironment

— Butn Mark Aetivity
Completion

- Vendor Messane
Management

- Program Status Updates

1> Set Up ELM

> Warklist

> Tree Manager

> Reporting Tools

> PeopleTools

- Chanae My Password

- My Personalzations

- My Syster Profile

- by Dictionary

Go hackto Populate Learner Group

& save | [=] Notify

Process List| Server List

Lh_LRNRGR_AE K249512 11/12/2009 4:51:19PM EST

Queusd i Details

|&] Process Instance; 148020 [T [& [ meemet
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Step

Action

Click the Refresh button until the Run Status column shows Success and the Distribution

Status column shows Posted.

Click the Refresh button.

Fefresh

%

It may be necessary to click the Refresh button several times to receive the correct

Run Status column and Distribution Status column statuses.

Step

Action

10.

Click the Maintain Learner Groups link on the side Menu.

|Maintain Learner Groups
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ORACLE’

®

> bty Favarites
1> Self Service
> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
1> Learner Tasks
> Mass Enrollments
> Natifications
1> Catalog
> Financial Details
I> Learning Resources
1> User Profiles
< Learner Groups

— Maintain Leamer Groups
— Populate Leamer
Groups

— Maintain Guerles
> Organizations
> Leaming Reparts
I> Financial Reparts
- Set Learning Ervironment
— Butn Mark Aetivity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations

|- My Systern Profile
- My Dictionary

Maintain Learner Groups

Learner Group ID:

= A

Learner Group Name: [

Learning Emvironment: |

InUse: -

Group Type: hd

Created Date fome [
To: [ =

Mew Window | Help | Custornize Pane | 55

Search Reset

[*] Add Criteria Based Leamer Group  [+] Add Guery Based Learner Group

|&] Done
i start J@ & 0L

| [ tnbox - Microsoft Outiook_|| €] Maintain Learner Gro..
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Step

Action

11.

Enter search criteria for the populated learner group.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data

and/or assist with setting search parameters.

Step

Action

12.

Click the Search button.

Search

13.

Click a learner group in the Learner Group Results section.

[Peoplesoft &l Learners|
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Mew Window | Help | Custornize Pane | 5, ]

> bty Favarites
1> Self Service
> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
1> Learner Tasks
> Mass Enrollments
> Natifications
1> Catalog
> Financial Details

{ Leaner Group Y Group Criteria ) Cateory Usage | Catalog ltem Usage | Activity Usage | Program Usage |, [¥)

B save [Efcreaeew [ Delete

Previous | Next | Return To Gearch Page

Learner Group ID: 1394

I> Learning Resources

1> User Profiles

< Learner Groups
— Maintain Leamer Groups
— Populate Leamer

Groups “Learning Environment:

— Maintain Guerles

> Organizations

> Leaming Reparts

I> Financial Reparts

- Set Learning Ervironment

— Butn Mark Aetivity
Completion

- Vendor Messane
Management

[Pevpleson Al Leamers
[Core Leaming cinities =]
“Owner: [Hicksany Q@

7 Automatically mainttain membership

“Group Name:

Short Description:

“Group Status:

Comments: =

- Program Status Updates =
1> Set Up ELM

> Warklist .
- Last Refreshed On: 11112/09 451FM |
> Reporting Tools

> PeopleTools

- Chanae My Password
- My Personalzations
- My Syster Profile

- My Dictionary - LI

Created: 11/12/2009 4:48PM EST K248512
Last Modified:  11/12/2008 4:48FM EST K248512

& [T T[S [ mternet
@istart| | (2 @ © [~ | [ mbox-Microsoft Outiook [ ] Maintain Learner Gro... | Bl BE 4ssem

Step

Action

14.

Click the Group Criteria tab to locate the learner group members.

Group Criteria

15.

Congratulations! You have successfully populated a learner group.
End of Procedure.

How to Update Learner Group

Updating learner group information may include making a learner group active or inactive or updating
learner group criteria and members.

This lesson will teach administrator how to maintain learner group information.

Revised 1/2013

72|Page




Training Guide

2} Employee-facing registry content - Microsoft Internet Explorer & x|

Qo= - [x) & (o] e orowns © - e - B

|~

Address |@ hitps: ffdevhr.gmis.in.gov/psp/imup L/ EMPLOYEE [ELM/hytab=DEFALLT

B “unls =

ORACLE

Personalize Content | Layout

[+ Wiy Favarites

> Self Senvice

> Manager Self Service
> Enterprise Learning
> Set Up ELM

- Worklist

> Tree Manager

> Reparting Tools

> PeopleToals

- Change Wy Password
- My Personalizations
- My System Profile

- My Dictionary

Help

|&] Done
distart| | @ © [~
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Step

Action

Click the Enterprise Learning link.

[I> Enterprise Learning|
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> Self Senice
I anager Self Service

I Instructor Tasks
I Learner Tazsks
I Mass Enrallments
I Matifications
I Cataloy
I Financial Details
I Learning Resources
I User Profiles
I Learner Graups
I Organizations
I Learning Reports
I Financial Reports
- Set Learning Environment
= futo Mark Activity
Completion
- Yendor Message
Management
- Program Status Updates
> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Change iy Paseword
- My Personalizations
- My System Profile
- My Dictionary

ﬁ Mass Enrollments ﬁ Notifications
Process and review mass enrolment Fend enrolimert, activity, and program
transactions: notifications.
ElProcess Mass Entaliment Eenralimert
EIReview Wass Enrolment Reouest = Aofivity:
EProaram
ncial Details Leaming Resources

ﬁ Define purchase order and training urit pools
Upeéate snd meirtein your subledger and including equipment, materials, faciities, and
export financial transactions to your seneral sessian templates
ledger. =l Equipment

Define and mairtain lzarming resources

ElMsirtain Purchase Orders Elmeterial
EIMaintain Training Units = Facilties

ElReview Subledger =l Session Temalates

2 More
ﬁ Learner Groups ﬁ Organizations
Define and maintain learmer groups Create and maintain organizational information

for departments, customers, vendors, and
financing organizations.

= Review Departments

ECustomers

Elwendors

ElMaintsin Learner Groups
ElPapulate L earner Groups
ElMaintain Gueries

ﬁ nancial Reports

Generate financial reports for payment
infarmation, purchase arder and training unt
pool usage, and transactions exported to your
gereral ledger
ElGenersl Ledger Detsil
ElExernal Payment
ElPayment Pencing

SMore

&

~

&

Catalog
Mairtain aspects of the Learning Catalog
including categories, keywords, tems,
delivery methods, activities, programs, and
supplemertal learning templates.
Eltsintain Cateqories
ElMaintain tems:
F=isintain Delivery hiethods

4 Mare.

ser Profiles
Mairtain user prailes for internal and external
learners and instructors.
Elinternal Learners
ElExternal Learners
Elinstructars

Generate learming reports relsted to activiies
anel programs.
= ctivity Components
= ity Froster
= ctivity Transcriots
17 More
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Action

Click the Learner Groups link.

earner Groups

Click the Maintain Learner Groups link.
Maintain | earner Groups)

JEETES

o = ar

| @k - @ - [x] @] (D] POzean Spraons &3]3 i - JE B
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Hew indaw | Help | Customize Page | 5,

1> by Favorites
I> Self Service

I> anager Self Service
> Enterprise Learning

I> Instructor Tasks

I> Learner Tasks

I> hass Enroliments
I> Motifications

I Catalog

I> Financial Details

I Learning Resources
I User Profiles In Use:

Maintain Learner Groups

[ —

Learner Group Name: |

Learner Group ID:

Learning Emvironment: | =l
j‘
|
B
B

<~ Learner Groups

Group Type:

— Maintain Learner Groups

— Populate Leamer
Groups

— Maintain Queries To:

> Organizations
Search Reset

> Learning Reports
[] Add citeria Based Learner Group (] Add Guery Based Learner Graup

Created Date From:

I Financial Reports
— Set Learnine Ervironment
— Autn Mark Activity
Completion
— Vendor Message
banavement
— Program Status Updates
> Set Up ELM
I Warklist
> Tree Manager
> Reporting Tools
- PeonleTools
- Chance hy Password
— My Personalizations
- My Systern Profile
— My Dictionary v

&l [T T 1[5 [ meerer

Mistart| | (2} @ © [~ | [ mbox-Meroscit outlook || & Maintain Learner Gro.. | @‘ B TBE 45w

Step

Action

Enter search criteria to locate a learner group.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data

and/or assist with setting search parameters.
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Action

Click the Search button.

Search

Click the correct learner group link in the Name column of the Learner Group Results

section.

|F'EI:IE|EEI:Iﬁ Lser Group

ZhMaintain Learner Groups - Microsoft Internet Explorer == x|
Qe - © - [x] &) » ‘ ;) Search 5 Favories e}‘ ng ; - JE 3 J EH o
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ORACLE’

®

> bty Favarites

1> Self Service

> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks

1> Learner Tasks

> Mass Enrollments
> Natifications

1> Catalog

> Financial Details
I> Learning Resources
1> User Profiles

< Learner Groups

Populate Learner
Groups
— Maintain Guerles
> Organizations
> Leaming Reparts
I> Financial Reparts
- Set Learning Ervironment
— Butn Mark Aetivity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations
- My Syster Profile

=i

Mew Window | Help | Custornize Pane | 5, ]

[ Leamer Group Y{_Group Criteria ) Category Usage ) Catalog ltem Usage |/ Activity Usage |

Program Usage ', [}

‘Group Name: [PecplesotUserGromp
Short Deseription: T
“Learning Environment: | Core Leaming Acthilies -
“Owner: k@
“Group Status: Aetive -

7 Automatically mainttain membership

B save [Efcreaeew [ Delete Previous | Mext | Return To Gearch Page
Learner Group ID: 1383

Comments:
Last Refreshed On: T112/09 3:43PM
Created: 11/12/2008 3:28PM EST K248512

Last Modified:  11/12/2008 3:29FM EST K248512

- My Dictionary

[l

&
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EE

J@‘M%@‘@ 5:00 PM

Step

Action

Click the Group Criteria tab.

Group Criteria
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> bty Favarites
1> Self Service
> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
1> Learner Tasks
> Mass Enrollments
> Natifications

=i

Mew Window | Help | Custornize Pane | 5, ]

[ Learner Group ¥ Group Criteria Y_Category Usage 4 Catalog ltem Usage | Activity Usage )" Program Usage |, [V

Save

[Efcreate Mew [ Delete

Pravious | Next | Return To Search Page

I Catalog Learner Group: PeopleSoRt User Group
> Financial Details
I> Learning Resources

I> User Profiles

First 4] 1202 [H Last

Learner Group Criteria

(] Criteria Type Operation Criteria Value Value Description AND/OR

<~ Learner Graups — —— PO HR Mgmt Info Svcs =
 Maintain Leamer Groups {2 [Department I [ = [east A b OR =
= Papulale Leamer SPD- Training and
Sroups jﬂ [Deparment = [F = [mre @ Deveionment hs =

— Maintain Giueries
[ Organizations
[ Learning Reports:

Populate Learner Group

[ Financial Repots

— BetLearning Enmvironment

— Auto Mark Activity
Completion

- wendor Message

Search For Learner: G0 view i

1-7of7

Manasernent Leamerd  Emploveeld  Name Organization L
l ;S’SF’;SAS“'US Lndates 123838 10000004485  KnottBarbara A SPD - Training and Development i}

b Worklist 133485 10000234861 Gehasfer John Francis 5PD - Training and Development In]

! Tree Manager 172760 10000043976 Radke.CaralL SPD - Training and Development o

> Reporiing Tools

b PeaplaTools 248816 10000260354 Matthies Beth SPD - Training and Devalopment i}

- Chanae Wy Password 258757 10000257411 Benefits Genvice SPD - Training and Development o

- My Personalizations

| iy Svstem Profile 268835 10000263264  The GlantAndre SPD - HR Marnt Info Svcs Div i
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Step Action

8. To add additional learner group members to existing members, click the Add a new row
button. (To remove learner group members, click the Delete a row button for the correct
row.)

Click the Add a new row button.

9. Click the Criteria Type drop-down menu button.

10. Select the correct criteria type from the list of values.

[Learner |

11. Click the Criteria Value Magnifying Glass button.

=

12. Enter search criteria for the criteria value.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.

To further define search criteria:
Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
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calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.

Step Action

13. Click the Look Up button.
Look Up
14. Select the correct criteria value type from the list of values.

ISP - Recruit Acadermy

15. Confirm the AND/OR values are properly set to capture criteria relationships by clicking
the AND/OR drop-down menu buttons to select and/or make any changes.

@ The AND/OR values are used to define relationships between the criteria.

For example:
To show a relationship for all members of the State Personnel Department (SPD)

who are in the Training and Recruiting divisions, the criteria would look something
like:

Row 1: SPD Business Unit = 00071 AND

Row 2: Training Department = 1015 OR

Row 3: Recruiting Department = 1023

Step Action

16. Click the (button (left parenthesis) and the) button (right parenthesis) to group criteria
results.

@ Use parenthesis to define complex relationships between the criteria. How the
criterion is grouped can affect the search results.

For example:
If a learner group contains different business units with business unit specific

department information, each business unit should be grouped with their own
departments using different sets of parenthesis to identify the separate groupings.
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To remove a right or left parenthesis, click the (button or) button multiple times until
it is removed.

Step Action

17. Click the Populate Learner Group button.
Fopulate Learner Graup

18. Scroll down the page to review group member list changes as needed.
19. Click the Save link.

Save
20. Congratulations! You have successfully updated a learner group.

End of Procedure.

Training Administrator Tasks

Creating Activities

How to Create/Update Instructor-Led-Training (ILT) Activity

Activities are instances or offerings of a catalog items. If you think of a catalog item as a course,
then an activity would be a class or session. Activities are comprised of learning components.
Learning components represent how the instructional content of the activity will be delivered to
the learners. For example, learning components can be instructor-led and scheduled, or they can
be web-based (computer-based) and self-paced. Activities contain at least one learning
component, but they could contain as many as needed to reach the learning objectives of the
class.

It is recommended the following haming convention is used for activity creation:

Activities (sessions) should begin with the State agency acronym and followed by additional
naming convention criteria established by the agency. For example, if the SPD wishes to create
an activity (session) for the item (courses) listed above, in addition to the numbering system
established and maintained for the items, an extension may be added to identify the activity. An
activity naming convention may look like: SPD_00051 120109. The last segment of the
activity may identify the date the activity will be offered for the item.

This lesson will teach administrators how to create and/or update an instructor-led catalog
activity.
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[ Set Up ELM

[ Wiarklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Change Wy Password
— hiv Personalizations:
— hiv Systern Profile

— Wiy Dictionary

]

| ] Done
dstart| |G & ©

| L Inbox - Microsoft Qutiook || &1 Employee-facing regi...

0T & @ mtemet

| @| SEENE

Step

Action

Click the Enterprise Learning link.
[I> Enterprise Learning|
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ﬁ User Profiles
Maintain user profiles for internal and external

learners and instructors.
Elinternal Learners:

ﬁLeﬂr g Resources

Define and mairtain learming resources
incluging equipment, materials, facilties, and
seasion templates

ElEquipmert ElEsternal Learners
Ematerial Elinstructors
ElFacities

Elsession Templates

= = =

€l
distart| | (G @ @ | [ Inbox-Micresoft Qutiock || ] Base Navigation Page...

[ 2 @ mntemet

J @| PR T 240 P

79|Page




Training Guide

Step

Action

Click the Catalog link.

Click the Maintain Activities link.

Eaimain Activities

aMaintain Activities - Microsoft Internet Explorer
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Step

Action

Click the Add a New Value tab.

create a new activity.

Add 3 Mew Value

Enter search criteria to update an existing activity or click the Add a New Value tab to

Click the Delivery Method ID Magnifying Glass button.

Enter search criteria for the correct delivery method ID.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.
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To further define search criteria:
Enter specific search information into
available, the drop-down menu butto

calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.

one of the search option fields. When
n options, magnifying glass button, and the

Step

Action

Click the Look Up button.
Loak Up

[EMLA for Mars & Supenvisorg]

Select the correct Delivery Method Type from the list of values.

Click the Add button.
Add

/2 Maintain Activities - Microsoft Internet Explorer
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Step

Action

10.

Click in the Activity Code field.
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Step Action

11. Enter an activity code into the Activity Code field. (It is recommended the activity code
begin with the State agency acronym followed by additional naming convention criteria
established by the agency.)

@ The activity code appears on the course catalog and during registration and is used
by administrators, instructors, and learners to identify specific activities.

Step Action

12. Confirm or change the date in the Start Date field.

[E]

j The start date is the first day learners can launch content from activities that contain
web-based (computer-based), survey and test learning components.

The system uses this date to determine when to send activity reminder if a value is
entered in the Send Reminder field. The system also uses this value to determine
when to send the minimum enrollment notification if a value is entered in the Min
Enroll Days field to determine the last date a learner can drop the activity without
incurring drop charges if a value is entered in the Last Drop field.

Step Action

13. Enter an end date into the End Date field.

[E1]

j The end date is the last day learners can launch content from activities that contain
web-based (computer-based), survey and test learning components.

The end date is also the last date learners can enroll in the activity, unless the last
enrollment date set for the activity comes first. In addition, the activity end date
triggers the Auto Mark Activity Completion process if the Auto Mark
Completion checkbox is checked.
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Step Action

14. Click the Approval Type drop-down menu button.

15. Select the correct Approval Type from the list of values.

- Select Both-Special when both the learner's manager/supervisor AND the catalog item
administrator enrollment approval is required.

- Select None when no enrollment approval is required and the learner may self-enroll.

- Select Standard when the learner's manager/supervisor ONLY is required to approve
enrollment.

{Hoth-

16. If catalog administrator approval is needed in addition to manager/supervisor approval,
click the Catalog Approver Magnifying Glass button to search for a catalog approver.

S

17. Enter search criteria for the catalog approver.

;,/'r' To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.

Step Action

18. Click the Look Up button.
Loak Up
19. Click an entry in the Last Name column.
20. Confirm or change the enrollment administrator in the Administrator field.

IKathﬁ,r Hicks
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Step Action

21. Confirm or change the primary instructor for the activity in the Primary Instructor field.
|Elarl:jara Knott

22. Click the Status drop-down menu button.

23. Select the correct status from the list of values.

Set the status of the activity. The status of the activity impacts enrollment in the
activity. Values include:

- Active activities appear in the learning catalog and learners can self-enroll into the
activity.

- Closed activities are closed to appear in the learning catalog for learners in self-
service but learners cannot self-enroll. Whenever an activity is closed, only
administrators can enroll learners into that activity.

- Concluded activities do not appear in the learning catalog for learners to view or
enroll in through self-service. Concluded activities are available to administrators
and they can enroll learners into this activity and mark completions statuses
manually.

- Inactive activities do not appear in the learning catalog for learners to view or
enroll in through self-service. When an activity becomes inactive, all enrollments
(except for those that are completed or incomplete) are automatically dropped, and
an email notification is sent to al the learners whose enrollments are dropped.

- Pending is the default for activities when they are first created. Pending activities
can be viewed and managed by administrators but cannot be viewed or enrolled in by
learners through self-service.

Activities with Active, Closed, or Concluded statuses without learning
components cannot be saved.

Step Action

24. Enter the number of education units earned for the course in the Education Units field, if
applicable.

25. Confirm or change the activity owner in the Owner field.

|Kathﬁ,-' Hicks
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The owner is the person who is not

an activity. By default, the system displays the name of the administrator who creates

the activity.

The Owner field works in conjunction with the Min Enrollment field and the Min

Enroll Days field.

ified when the minimum enrollment is not met for
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Step

Action

26.

Enter any pricing or training unit’s information into the Payments section.

The Payments section contains pr

with the delivery method of an item. Selections made in either the Pricing section or

the Training Units section can be
needed.

Pricing fields include:

Internal Price - The price to charge internal learners to enroll into item activities.
Internal learners are learners who are tracked in PeopleSoft HR as employees,
contingent (contract) workers, or persons of interest (board members, external

instructors, etc.)

Internal Drop Charge - The amount to charge internal learners for dropping

activities after the drop period.

icing and training unit information associated

overridden for adjustments at the activity level as
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External Price - Not used.
External Drop Charge - Not used.

Training Units fields include:
Not used - training units only apply to external learners.

Step Action

217. Enter any learning period information into the Learning Period section.

;,'r' The Learning Period fields are used most often for activities with web-based, test,
survey, or assignment delivery method learning components only. The selections
made here may be overridden at the activity level.

Learning Period fields include:

Learning Period - The number of days after the enrollment date that learners must
complete the activity. If the learner has not received a completion status of either
‘Completed’ or 'Not Completed' for an activity, at the end of the learning period the
Auto Mark Activity Completion process will run changing the learner's status
accordingly.

Send Warning - The number of days before the end of the learning period that the
system sends an email notifying the learner that the learning period is about to
expire.

Revised 1/2013 86|Page




aMaintain Activities - Microsoft Internet Explorer

Back - () - |%] @ ) search 5 Favarkes 402) | e
) |/ Bd e =

- )i

Training Guide

=18[x]|

e ™| &

| addvess [{€] hitps: b qmis.in.govipspiimupt EMPLOYEEfELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTPGRTALFARAM _FTCHAY=—LM_ACT_GELEEOPF, SCHods=ELMBECRP. 7| Go HLim >

ORACLE’

[ Enterprise Learning 2| | owner:

[ Instructar Tasks

[» Leamer Tasks

[+ Mass Enroliments

[» Motifications

= Catalog
— Maintain Calegories
— Maintain lterns
— Maintain Delivery

Iethods

‘Currency Code:
Internal Price:

Internal Drop Charge:

— Maintain Activilies

— Maintain Keywords
— Bebuild Indexes

— Define Sunplemental

External Price:

External Drop Charge:
Learning

[» Financial Details

> Leaming Resources

[> User Profiles

> Leamer Groups

[ Qrganizations

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity

Price:

Drop Charge:

Learning Period:
Completion

— ¥endor Message
Management

Send Warning:

— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations

— My Swstem Profile Send Reminder:

I—EI Daye

Wathy Hicks Q

[usn)a,
oo
oo
oo

0.000
0.000

l— Days
l— Daye

Days: l— Hours: |—3 Minutes: l—

[¥ Display Start and End Date

Reminder Date:

| My Diclionary =

o |

|&
istart| | (5 @ @ [~ | Inbox-Microsoft Outiook

£ Maintain Activities - ..

0T & @ mtemet
| @|E@8E 2a7m

Step

Action

28.

Enter any published duration information into the Published Duration section.

The Published Duration sections uses the Days, Hours, and Minutes fields to
estimate how long activities should take using the identified delivery method. The
values entered here become default values within the Activity Details page.

Duration is not related to learning period. Duration is the amount of time the
learning activity should actually take to complete, whereas the learning period is the
amount of time the learner has to complete the activity. Most often the learning
period will be longer than the duration.
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Step

Action

29.

I Display Start and End Date

Confirm or uncheck the Display Start and End Date checkbox as required.

Check the Display Start and End Date checkbox to display the activity start and
end date to learners. The default for this field is checked.

Clear this field to display "'--** to learners in enrollment notifications and in the
activity header on the Activity Detail and progress pages. Learners will also see
"Anytime" in the Start Date column on the Activity Name page.

Uncheck this field if displaying a start date would be confusing to learners, such

as for a self-paced activity.

Revised 1/2013

88|Page




aMaintain Activities - Microsoft Internet Explorer

pack - () - |x] |2 ) search 5 Fava
| Qe - @ - [ [3] () K

s @\ 3R E - ) 3

Training Guide

=18[x]|

e ™| &

| addvess [{€] hitps: b qmis.in.gorvipspiimup EMPLOYEEfELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTPGRTALFARAM_FTCHAY=—LM_ACT_GELEEOPP, SCHods=ELMBECRP. 7| Go HLim >

ORACLE’

I Enterprise Learning il
[ Instructar Tasks

[» Leamer Tasks

[+ Mass Enroliments

Price:
Drop Charge:

[» Motifications
= Catalog
— Maintain Calegories
— Maintain lterns
— Maintain Delivery
Iethods

Learning Period:

Send Warning:

— Maintain Activilies

— Maintain Keywords
— Bebuild Indexes

— Define Sunplemental

Days: Howrs:

Learning
[» Financial Details
> Leaming Resources
[> User Profiles

I Leamer Groups Send Reminder:

I—U Dave

0.000
0.000

l— Daye
l— Dave

|—3 Minutes: l—

v Display Start and End Date

Reminder Date:

[ Qrganizations

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

Reminder Template: |

Max Enrollment:
Enroliment Total:

— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile -
|~ My Diclionary -

Min Enrollment:
Min Enroll Days:
Qverbook:

Reserved Seats:

Last Enroll:

a

=

i}

Total Open Enrollment: -

[ =

l_UDays

[0

[ —

[ Days [Bemore re stanvate =]

—

-]
[ & [ ntemet

|&
istart| | (5 @ @ [ | Inbox-Microsoft Outiook

£ Maintain Activities - ..

[
| B & z49pm

Step

Action

30.

Enter any activity start reminder information into the Start Reminder section.

Start Reminder fields include:

Send Reminder - The number of days from the activity start date an email is sent to
learners and instructors reminding them about the start of the activity. Alternatively,
a particular date can be specified for the reminder to be issued in the Reminder Date
field.

Reminder Date - The date an email is sent to learners and instructors reminding
them about the start of an activity. Alternatively, the number of days before the start
date to send a reminder can be entered into the Send Reminder field.

Reminder Template - Select an email template to deliver the default reminder
message.
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Step

Action

31.

Enter any activity enrollment information into the Enrollment section.

Enrollment fields include:

Max Enrollment (maximum enrollment) - The maximum number of learners that
can enroll into an activity. When this number has been reached, the system closes the
activity to further enrollment unless overbooking and/or waitlisting is permitted. If
overbooking and/or waitlisting is permitted, learners will continue to be enrolled up
to the overbook percentage. This field is populated by default from the Delivery
Method page.

Enrollment Total - Displays the number of learners who have successfully enrolled
in the activity. The total reduces if enroliments are cancelled or postponed. The
enrollment process keeps this field updated automatically.

Total Open Enrollment - Displays the total amount of seats that are currently
available for enrollment. The enrollment process keeps this field updated
automatically.

Min Enrollment (minimum enrollment) - The minimum number of learners that
should enroll in the activity for the activity to proceed. This field is populated by
default from the Delivery Method page.

Min Enroll Days (minimum enrollment days) - The number of days before the
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activity start date for the minimum enrollment notification is sent to the enroliment
administrator and activity owner to alert them the minimum enrollment has not been
reached. This notification gives the administrator and owner an opportunity to cancel
the activity due to low enroliment.

Overbook - The percentage above the maximum enrollment value that will allow
enrollment. The overbook value, multiplied by the maximum enrollment number, is
the total number of enrollments that the system accepts before the system assigns the
waitlist status to a learner attempting to enroll into the activity.

Reserved Seats - The number of seats available in reserve. Only the activity
administrator can enroll learners into reserved seats. Use this field to reserve seats for
groups of learners without naming specific learners. The number of reserved seats
can be revised at any time.

Last Enroll (last enrollment) - The number of days Before the Start Date or After
the Start Date drop-down menu options indicating the last day enrollment is
permitted. Days can be set in this field or a specific date may be used in the Last
Enroll Date (last enrollment date) field. This field is useful to close enrollments to
accommodate the ordering of materials for an activity, for example.

Last Enroll Date (last enrollment date) - The date representing the last day
enrollment into the activity is permitted. Alternatively, the number of day before or
after the activity start date learners can enroll in the Last Enroll field or the last
enroll date can be set at the activity start date by selecting the Last Enroll Date =
Start Date checkbox.

Last Enroll Date = Start Date - Check the checkbox to have the last day learners
can enroll in the activity to equal the activity start date. Alternatively, a last
enrollment date may be entered in the Last Enroll Date field or the number of days
before or after an activity start date learners may enroll can be specified in the Last
Enroll field.

Enforce Enrollment Limit - Check the checkbox to have the system prevent
learners from enrolling in this activity after the maximum enrollment number is
reached. To have the system generate a waiting list for this activity, you must select
this checkbox. Uncheck the checkbox if there is no maximum enrollment limit.

Restrict to Programs - Not used.

Step Action

32. Enter any activity waitlist information into the Waitlist section.

| ¥ Enable Waitlist
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4  Waitlist fields include:
Enable Waitlist - Check this checkbox to have the system accept wait-listed
learners’” once maximum enrollment is reached. If overbooking is permitted, the
system does not waitlist learners until the overbook percentage is reached.

Waitlist Capacity - The maximum number of learners the system can put on the
waitlist. The system populates this field by default from the Delivery Method page.

Waitlist Total - Displays the number of learners on the activity waitlist. The
enrollment process automatically increases or decreases this number as learners are
added to or removed from the waitlist.

Waitlist Threshold - The number of learners on the waitlist to send a notification to
the administrator.

Step Action

33. Enter any drop activity information into the Drop Activity section.

[

j Drop Activity fields include:
Last Drop - The number of days Before the Start Date or After the Enrollment
Date drop-down menu options the learner can drop the activity. Alternatively, a
specific date may be used in the Last Drop Date field.

Last Drop Date - The date until a learner can drop the activity without paying a drop
fee.

Last Drop Date = Start Date - Check this checkbox if the last day learners can drop
the activity without having to pay a drop fee to equal the activity start date.

Step Action

34. Enter any grades and attendance information into the Grades and Attendance section.

| V Auto Mark Completion

@ Grades and Attendance fields include:
Auto Mark Completion - Check this checkbox to have the system automatically
update completion statuses at the completion of an activity. The rules for marking
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attendance depend upon the learning components within the activity. The system
populates this field by default from the Delivery Method page.

Launchable from History - Check this checkbox to have the links associated with
web-based, test, or survey learning components to be launchable from the
learner's All Learning page. If checked, the learner will always be able to launch the
content even after the activity achieves a completion status of '‘Completed' or '‘Not
Completed'. The system populates this field by default from the Delivery Method
page. This checkbox must be checked if the Allow Completion from History
checkbox is checked.

Enforce Prerequisites - Check this checkbox to have the enrollment process to
enforce required activity prerequisites. If the checkbox is not checked, the activities
requiring prerequisites will not be enforced during enrollment. Administrator can still
override prerequisites for individual learners even if the checkbox is checked but
Managers cannot. Managers may use the Supplemental Learning page to give
learners waivers of catalog items.

Mark Completion After - If the Auto Mark Completion is checked, enter the
number of days after completion of the activity that the system automatically updates
the attendance and passing statuses. If the value is 0, the system updates the
attendance records on the completion date. The system populates this field by default
from the Delivery Method page.

Allow Completion from History - Check this checkbox to have learners be able to
complete learning activities with web-based, test, or survey learning components
to be launchable from the learner's All Learning page. This allows a learner to
review or test an item as many times as needed. If the Launchable from History
checkbox is checked and this checkbox is not checked, then learners can launch the
content from the All Learning page but their progress will not be updated and no
changes will be made to the activity's completion or passing status.
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Step

Action

35.

Confirm or change any learning environment information into the Learning Environments
section.

An activity must be associated with at least one learning environment. The system
displays the administrator's current learning environment as the default. If more than
one learning environment exists and a learning environment is removed, the primary
learning environment will automatically default to a remaining learning environment.
The primary learning environment can be changed at any time.
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Step Action

36. Click the Default Learner Groups button.
Default Learner Groups

@ A Learner Group identifies groups of learners who will complete training together.
Learner groups can be created by Business Unit, individual Learner ID, Job Codes,
etc.

One of the primary functions of learner groups is to control access to the learning
catalog. For a user to access a particular activity (session) in the catalog, the user
must belong to a learner group that is assigned to the activity (session), the catalog
item (course), and the category (State agency) that’s associated with the catalog
item.

Learner group data is defined by associating a Learner Group with a Learning
Environment and owner (administrator). Learning environments control which
parts of the catalog an administrator can view and update, as well as the default
values and options that are associated with the objects (such as categories, catalog
items, activities, and programs). The learning environment also enables
administrators to access the instructors and resources that are available for
assignment.
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Step

Action

37.

Confirm the learner group(s) populated correctly. To add additional learner groups, click
the Edit Learner Group Security link.

Click the object.

Learner group security specifies which learner groups can access activities and
programs within a category when browsing or searching the catalog.

If a learner group is not assigned, the related activities will not appear in the
catalog.

When entering learner group security for multiple learner groups, the Relationship
drop-down menu field list of values need to be set correctly to specify how one
learner group is related to others in the list when used to determine whether or not a
person has access. Values include:

- Select And if a learner must be a member of both this learner group and the next in
the list.

- Select Or if a learner must be in this learner group or the next in the list.

- Select End as a placeholder for the last learner group is the list.

Important! The system ignores any learner groups that are listed after End.
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Step

Action

38.

Click the Learning Components link.

|Learn|ng Cormpongnts

Revised 1/2013

97|Page




Training Guide

- Microsoft Internet Explorer

JeBack -© - ¢ & Lh|/‘f)5earch /' Favartes ﬁ}‘ R = - L)

=18[x]|

e ™| &

| addvess [€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTPGRTALFARAM_FTCHAY—LM_ACT_GELEEOPF, SCHods=ELMBECRP. 7| Go HLim >

ORACLE’

I Enterprise Learning il
[ Instructar Tasks

[» Leamer Tasks

Mew Window | Help | Customize Page

hiEn

[ Activity Details_y Learning Cs " Completion ) MaterialsiAttachments }~ Activity Costs |

[+ Mass Enroliments

[» Motifications

= Catalog
— Maintain Calegories
— Maintain lterns
— Maintain Delivery

— Maintain Keywords
— Bebuild Indexes
— Define Sunplemental
Learning
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile -
|~ My Diclionary -

Catalogem: FMLA for Mars & Supervisors Activity:  DOP_0001_113008
Eoae [Eicreatenew “PcClone  [Delete  Send Nofifications  Return To Activity Search

Please ad Learning Components to the Activity
Add Component

S save

[ Delete

reate Meww E,@CIDHE Send Motifications  Return To Activity Search

Activity Details | Learning GCompanents | Completion | Materialsittachments | Activity Costs

|&
distart| | (G @ @ [~ | - Inbox-Microsoft Outiook

£ Maintain Activities - ..

[ & [ ntemet
| B & a0sem

Step

Action

39.

Click the Add Component button.

Add Component

The Add Component button allows a learning component to be added to an activity.

Clicking the Edit link will allow updates to existing learning components.

Every activity must have at least one learning component to be marked as an

Active activi

ty.
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Step

Action

40.

Select a component type from the list of values in the Component Type column.
Sessions
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Step Action

41. Enter the activity title into the Component Name field.

42. Enter an activity title abbreviation into the Short Name field.

43. Enter the activity description into the Description field.

44, Enter any activity notes into the Notes field.

45, Click the Session Patterns tab.
[5ession Patternsg]
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Je)

There are no instructors added 10 this session

Step Action

46. Click the Facility Magnifying Glass button.

=

47. Search for or select the training facility from the list of values in the Description column.
Cepartrment of Personnel

48. If the facility has more than one training room, click the Room Magnifying Glass button to
select the correct room from the list of values.

49, Enter the session start date into the Start Date field.
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One activity may have several sessions. The start date of the session may not
necessarily be the start date of the activity. Multiple sessions within an activity
are assigned individual session ID numbers to assist with reporting needs.

Step Action

50. Enter the number of sessions to be created into the Create field.

@ The system will not create any sessions if a number is not entered into the
session Create field.

The number of sessions and checking the checkboxes for the correct days of the
week helps the system identify repeating session patterns. The session pattern tells
the system on which days it can schedule sessions and when to stop repeating the
pattern. For example:

If the number of sessions entered is 10 and the class would repeat on Tuesday and
Wednesday (determined by checking the checkboxes), the class would repeat every
Tuesday and Wednesday for five weeks.

Step Action

51. Enter the start time of the session(s) into the Start Time field.

52. Enter the end time of the session(s) into the End Time field.

53. Confirm or change the time zone in the Time Zone field.

54. Check the correct checkbox (es) day(s) for the session(s) to be held.

55. Click the Add Instructor link.

56. Click the Instructors section Name Display Magnifying Glass button.

=
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Step

Action

57.

Enter search criteria for the instructor.

58.

Click the Search button.
Search

59.

Select the correct instructor from the list of values in the Name Display column.
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Step

Action

60.

Click the Type drop-down menu button.

61.

Select the correct instructor Type from the list of values.

- Coach for a training collaborator but not training delivery.
- External for a vendor training delivery.
- Facilitator for training communications or problem-solving but not training delivery.
- Mentor for training counseling or guidance but not training delivery.
- Primary for internal instructor training delivery.

62.

Click the Add Instructor link to add additional instructors and types.
Add Instructo

63.

Click the Add Equipment link to add any needed equipment for the session.

64.

Check the Observe Holidays checkbox to observe the holiday schedule linked to the
selected facility for the session.

| ¥ Observe Holitlays|

65.

Check the Delete Existing Sessions checkbox, if desired.

| I Delete Existing Sessions|

i

Check the Delete Existing Sessions checkbox to delete any previously built sessions.
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Leaving the checkbox unchecked allows the system to add any new sessions to be

built to existing sessions.

Step

Action

66.

Click the Build Sessions button.
Build Sessions

Activity session scheduling information will not appear in the learning catalog
unless the Build Sessions and Add Session buttons are clicked.

While the activity may be viewed while searching and browsing the catalog,
scheduled sessions will not appear upon clicking the activity View Details link,
then the Schedule link. When scheduled sessions do not appear upon clicking the
Schedule link, learners receive a default message of, "There are no scheduled
sessions for this activity" which may be confusing for learners wishing to enroll into

an activity session.

The system does not allow sessions falling outside of the activity start and end

dates to be built.
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Step

Action

67.

removed, ¢

To add the checked session(s), click the Add Session button.

To remove checked session(s), click the Delete Session button.
Delete Session

If additional sessions are needed for the same date and time and/or sessions need to be

68.

Click the Return to Activity link.

Feturn to Activi

tain Acti
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Step

Action

69.

Completion

Click the Completion tab.
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Step

Action

70.

Check the Enforce Component Order checkbox, if desired.

™ Enforce Component Order

Check this checkbox to force learners to complete learning components in a set order
as defined by the Order field. Left unchecked, the system does not prevent learners
from starting and completing learning components out of order. By default, this field
is unchecked.
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Step

Action

71.

needed.

Activity Components fields include:

Required - Check this checkbox if the learning component is required to complete
the activity. If the checkbox is unchecked, the learning component is optional for the
learner. The system checks this checkbox by default.

Order - The numerical order the system lists the learning components for the learner
on the Activity Progress page. If the Enforce Component Order checkbox is
checked, the system forces the learner to complete the learning components in the
order established here. As one learning component is completed, the next learning
component becomes available.

Set Duration - The Set Duration link allows access to the recommended duration
pate to enter the amount of time estimated to complete the learning component.

Passing Required - Check this checkbox to require learners to receive a passing
status of Pass in order to successfully complete the learning component. If the

checkbox is unchecked, the learner does not need to pass the component successfully
to complete it.
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Score - The minimum score a learner must achieve in the learning component to
receive a passing status of Pass. Leaving this field blank indicates no passing score is

needed.
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Step

Action

72.

Click the Set Duration link in the Duration column.

Revised 1/2013

108 |[Page




Training Guide

- Microsoft Internet Explorer —|&] x|

JeBack -© - ¥ 3 <h|p5earch /' Favartes (‘}‘ Eggv ;_ - J3d 3 H Fle ”| o

| addvess [{€] hitps: b qmis.in.govipspiimupt EMPLOYEEfELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTPGRTALFARAM _FTCHAY=—LM_ACT_GELEEOPP, SCHods=ELMBECRP. 7| Go HLim >

ORACLE’

I~ Enterprise Learning -l Mew Window | Help | Customize Page |
[ Instructar Tasks

[» Leamer Tasks

[+ Mass Enroliments
[» Motifications

Learning Component Completion

= Catalog Recommended Duration
— Maintain Calegories
— Maintain lterns
— Maintain Delivery

Component Name: FMLA for Mgrs & Supervisors

— Maintain Keywords Days: i Hours: — Mintes: [

— Bebuild Indexes
— Define Sunplemental
Learning OK Cancel
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary -

| ] Done 0T & @ mtemet
istart| | (G @ @ [ | [ Inbox-Micrasoft Outiook || &] Maintain Activities - .. | Bl TR & a9em

Step

Action

73.

Enter the estimated activity session duration into the Days, Hours, and/or Minutes fields
as required.

74.

Click the OK button.
]34
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Step Action

75. Click the Materials/Attachments tab.
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Step

Action

76.

Enter any materials information into the Material section.

The Materials Tab allows the selection of materials, specification of quantities,
setting the statuses of Progress or Shipped, and owner specification.
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Step Action

17,

Click the Shipping tab.
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Step

Action

78.

Enter any shipping information on the Shipping tab.

The Shipping Tab allows the entering of material shipping date, carrier, and

tracking number information.
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Step Action

79. Enter any activity related notes in the Activity Notes section.
I

;,A;’ The Activity Notes section permits any activity related notes to be entered. This
information would be information in addition to and separate from the activity
description or objectives.

Check the Display Note to Learner checkbox for the notes entered to appear to the
learner on the Item Detail page and Activity Detail page.

Step Action

80. Add or remove any activity attachments in the Attachments section.

~{  Toadd attachments:
Click the Add Attachment button
Click the Browse button to locate the file for attachment
Click the Upload button
Enter a description in the Description field
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Check the Display checkbox for display in the course catalog

To remove existing attachments:
Check the checkbox to the left of the attachment in the Attached File column
Click the Delete Attachment button
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Step

Action

81.

Click the Activity Costs tab.

Aotivity Costs
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Step

Action

82.

Review any activity costs appearing the Activity Costs - Summary section, if the costing
function is used.

Activity Cost Summary system calculated cost fields include:

Cost Category and Description - Indicates what the cost is for. Categories include

content, equipment, facility, instructor, material, and vendor - anything that has a
cost associated with it.

Cost - the overall category cost.
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Step

Action

83.

Click the Details tab.
etails
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Step

Action

84.

Col

Review any activity costs appearing the Activity Costs - Details section, if the costing
function is used.

Activity Cost - Details system calculated cost fields include:

Cost Description - what the cost is for. Categories include content, equipment,
facility, instructor, material, and vendor - anything that has a cost associated with it.

Cost Type - the cost frequency: Day, Fixed, Hour, Student, or Week.
Unit Cost - the cost calculation of the cost type per each guantity unit.

Cost - the unit cost multiplied by each quantity unit to yield the total cost.

Activity Cost - Details fields include:

Quantity - the number of an individual cost type. A value can be entered into this
field for all cost types except for Content and Vendor which have a fixed quantity.
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Step

Action

85.

section, if the

—

costing function is used.

Enter any ad hoc activity costs and credits in the Ad hoc Costs and Credits - Summary

Click the Add Ad hoc Costs and Credits link to add multiple costs or credits.

Ad hoc Costs and Credits - Summary fields include:

Type - Options are Cost or Credit.

Cost Category - category options include Content, Equipment, Facility, Instr. Fee
(instructor fee), Material, Other and Vendor.

Description - when the Other or Content cost categories are selected, a decription of

the cost may

Ad hoc Cost and Credits - Summary system calculated cost fields include:

be entered here.

Cost - the total cost based on the quantity and units on the Details tab.
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Step

Action

86.

Click the Details tab.

Revised 1/2013

118 |Page




Training Guide

/2 Maintain Activities - Microsoft Internet Explorer

JETES|
@Batk = J = \ﬂ \g ._h|/f]sEar(h ‘?:&{Favuntes e}‘ = - :; v - _J ﬂ ﬁ H Fle: ”| ','f

Address [{@] hueps:jdevhr. amis in. govfpspmup LIEMPLOYEE ELMjc/LM_RESOURCE_MANAGEMENT. LM_ACT. GEL7PORT ALPARAM_PTCHAY=LM_ACT_SELSEOPP. Sade=ELMaE0rp. 7] [ 80 Hunks >

ORACLE’

- Enterprige Learning ;I
[ Instructor Tasks

I Learner Tasks

[> Mass Enrallments
[> Motifications

Mew Window | Help | Custarnize Page | 5 2

[ Activity Details |~ Learning Components )~ Completion}” MaterialsiAftachments ' Activity Costs \_

Catalog tem: Activity:
< Catalog I FMLA for Mars & Supervisors vity: DOP_0001_113008
— Maintain Categories
— Maintain erms B save [Efcreatenew EFcione M Delete  Send Motifications Return To Activity Search

— Maintain Deliveny
Methods

— Main S

— Maintain Kevwords

— Rehuild Indexes.

— Define Supplamental Cost Descripti CostType Quantity Unit Cost  Cost Currency
Learning

[> Financial Details 0.000

Firct [4) 4 or 1 [M Last

Customize | Fing | Vi

Summery

[> Learing Resources
[> User Profiles
> Learner Groups

Ad hoc Costs and Credits Custornize | Find | viey
[> Organizations Cost Type ‘Quantity Unit Cost Cost Currency

> Leaming Reports lﬁ l— l_

[I» Financial Reparts Fired T 1 0.000 Q E
— SetLearning Erironment
— Auto Mark Aclivity [+]Add Ad hoe Costs and Credits

Completion
- Vendor Messade

Managerment Total Activity Cost: usD Calculate Costs
— Program Status Updates
[ Set Up ELM Min Enreliment Cost: USD  Per Zeat
[ Worklist
[ Tree Manager Max Enrollment Cost: uUsD  PerSeat

> Reporting Tools
> PeopleTools

— Change My Password Send Activity Notifications
— My Personalizations
— My Swstern Profile

— My Dictionary

=
| &] Done Y
@istart| | (G @ @ | [ Inbox-Microsof Outiock || ] Maintain Activities -... | B|A TR T aziem

First 14 4o 1 [7) Last

Summery Details

= Eoae [Fcreaenew Wowone [peiete  Send Notificatons Return To Activity Search

Step Action

87. Review any activity costs appearing the Ad hoc Costs and Credits - Details section, if the
costing function is used.

;,Ai” Ad hoc Costs and Credits - Details fields include:
Cost Type - cost frequency options are Day, Fixed, Hour, Student or Week.

Unit Cost - the unit cost corresponding to the unit type.

Ad hoc Cost and Credits - Details system calculated cost fields include:
Quantity - the quantity for the cost type of Fixed is always 1. The quantity for all
other cost types would be the actual quantity.

Cost - the total cost based on the quantity multiplied by the unit cost.
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Step

Action

88.

Calculate Costs

Click the Calculate Costs button to populate the Estimated Activity Cost section fields.
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Step Action

89. Review the Estimated Activity Cost section fields.
Calculate Costs

90. Click the Activity Details tab.
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Step Action

91. Click the Status drop-down menu button.

=

92. Select Active from the list of values to make the activity visible to learners in the course
catalog.

93. Click the Save link.

94. Congratulations! You have successfully created or updated an Instructor-Led -Training
(ILT) activity.
End of Procedure.

How to Clone an Activity
The ELM enables administrators to clone and modify existing learning activities for efficiency.
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The cloned activity has the same attributes as the original activity with the exception of those attributes
that must be different. For example, two activities can have the same activity code with the same start
and end dates, but different session information (dates, rooms, instructors, or equipment) must be defined

for each activity.

This lesson will teach administrators how to clone and update existing activities.

2 Employee-facing registry content - Microsoft Internet Explorer
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Step Action

1. Click the Enterprise Learning link.
[l Enterprise Leaming|
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ﬁ Enterprise Learning

iew and mairtain the learming catalog, learning resources and user profiles. View and meintain enrollmert records, and mark grades and attendance
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B in Purchase Orders laterial
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2 More
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ﬁ Vendor Message Manauement
Review and publish queued transactions to
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F=IMaintain Delivery Methods:

4 hhare

ﬁ User Profiles
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| ] Done
distart| |G & ©

| [ Inbox - Micrasoft Qutiook || €] Base Navigation Page

[ & [ ntemet
| @| (8 11046 am

Action

Catalog

Click the Catalog link.

Click the Maintain Activities link.

E'ﬂil]‘['ﬂ 1 Activities
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Activity Code:

[hegins W\Ihjl
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j |Antwe

Catalog ltem:

[begine W\Ihjl

Delivery Method: | hegins with j |
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Step

Action

Enter search criteria to locate the existing activity to be cloned.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more
than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.

Step Action
5. Click the Search button.
Search

Select the correct activity from the list of values.

[DOP 0001 113009
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Action

Click the Clone link.
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Step Action

8. Change the activity code in the Activity Code field for the new activity.

@ The activity code appears on the course catalog and during registration and is used
by administrators, instructors, and learners to identify specific activities.

Step Action

9. Click in the Start Date field.
10. Confirm or change the start date in the Start Date field.

@ The start date is the first day learners can launch content from activities that contain
web-based (computer-based), survey and test learning components.

The system uses this date to determine when to send an activity reminder if a value is
entered in the Send Reminder field. The system also uses this value to determine
when to send the minimum enrollment notification if a value is entered in the Min
Enroll Days field to determine the last date a learner can drop the activity without
incurring drop charges if a value is entered in the Last Drop field.

Step Action
11. Click in the End Date field.
12. If an end date is required, enter the activity end date into the End Date field.

@ The end date is the last day learners can launch content from activities that contain
web-based (computer-based), survey and test learning components.

The end date is also the last date learners can enroll in the activity, unless the last
enrollment date set for the activity comes first. In addition, the activity end date
triggers the Auto Mark Activity Completion process if the Auto Mark
Completion checkbox is checked.
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Step

Action

13.

for a scheduled activity.

Check the Copy the Activity Session Information checkbox to copy session information

When the Copy the Activity Session Information checkbox is checked, the system
copies the exact session information - dates, rooms, instructors, and equipment - as

the original activity.

Access the Sessions page for the new activity after you clone it to ensure that there

are no scheduling conflicts.

Step

Action

14.

Click the Continue button.
Continue
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Step

Action

15.

Click the X (Close) object.

16.

section.

Confirm and/or change activity information as required in the General Information
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Step

Action

17.

section.

Confirm and/or change pricing and training units’ information as required in the Payments
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Step Action

Confirm and/or change learning period information as required in the Learning Period
section.

18.

Confirm and/or change published duration information as required in the Published
Duration section.

19.

Confirm and/or change activity reminder information as required in the Start Reminder
section.

e

20.

Confirm and/or change activity enrollment information as required in the Enroliment
section.

21.

For cloned activities, the system sets the Enrollment Total, Total Open
Enrollment, and Waitlist Total field values to 0.
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Step

Action

22.

Confirm and/or change activity waitlist information as required in the Waitlist section.

23.

Confirm and/or change drop activity information as required in the Drop Activity section.

24.

Grades and Attendance section.

Confirm and/or change activity grades and attendance information as required in the

25.

Environments section.

Confirm and/or change activity learning environments as required in the Learning

26.

Confirm and/or change activity learner groups as required in the Learner Groups section.
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Step

Action

217.

Click the Learning Components link.

|Learning Components
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Step

Action

28.

information.

Confirm and/or change activity learning components as required in the Activity Learning
Components section.

Click the Edit link in the Edit column to update existing component and session
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Step

Action

29.

Data section.

Confirm and/or change learning component basic data information as required in the Basic

30.

section.

Confirm and/or change learning component notes information as required in the Notes
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Step

Action

31.

Click the Session Patterns tab.
[Session Patterns|

Microsoft Internet Explorer

Q- © - 1) &) (] e Lroene @] (- 3 k- - i B

Address [{@] hutps:idevhr. amis in. govfpspfmup LIEMPLOYEE ELMjc/LM_RESOURCE_MANAGEMENT. LM_ACT. GEL FolderPath=PORTAL_ROOT_CBJECT. CO_ENTERPRISE_LEARMING LI~ ]

ORACLE’

Mews Window | Help | Custornize Page |

- Enterprige Learning

[> Instructor Tasks

[> Leamer Tasks Learning Carponent | Session Patterns Y Sessians |

[> Mass Enrallments

> Motifications Activity: DOP_0001_120408 Component:  FMLA for Mgrs & Supervisors

 Catalog
— Maintain Categories . Apply Template
— Maintain lterns Template ID: Il b

— Maintain Delivery
Methods Session Pattern

Facility: |Department of Personnel Q

n
— Maintain Keywords
— Rebuild Indexes. |
— Define Supplemental Room: I Q
Learin ‘Start Date: 11/30/2008 [ Create: 1 gessions

[> Financial Details
9:00AM “End Time:  |12:00PM ‘Time Zone:  |EST Q

> Learning Resources “Start Ti
[ User Profiles
[ Learner Groups ¥ mon ™ Tue ™ Wed ™ Thu ™ Fri [ sat [~ sun
[» Organizations
> Leaming Reports
I* Financial Reports Name Display
— BetLearning Environment
— Auto Mark Activity A [parhara knott [anvaiia vaiu ]
Camnletion
— ¥endor Messacge
Management
— Program Status Updates
> Set Up ELM There are no eguipments added to this session
[ Warklist
[> Tree Manager Add Equipmert
> Reporting Tools
[ PeopleTools
L _q_v—ﬁh%r;énh:aﬁ;sﬁsnvxgrd [ observe Holidays [ Delete Existing Sessions M‘
— My System Profile Return to Activity

|~ My Dictionary - . .

Add Instructor

a

L=

=

Y

|l
Bistart| | (3 @ © | [ Inbox-Mirosoft Outiock |[&] Maintain Activities -... | Bl B @ 1zooem

Revised 1/2013

133|Page




Training Guide

Step Action

32. Confirm and/or change session facility information as required in the Facility field.
|Department af Persannel |

33. Confirm and/or change session facility room information as required in the Room field, if
applicable.

34. Confirm and/or change the session start date as required in the Start Date field.

]

One activity may have several sessions. The start date of the session may not
necessarily be the start date of the activity. Multiple sessions within an activity
are assigned individual session ID numbers to assist with reporting needs.

Step

Action

35.

Confirm and/or change the number of activity sessions as required in the Create field.

The system will not create any sessions if a number is not entered into the
session Create field.

The number of sessions and checking the checkboxes for the correct days of the
week helps the system identify repeating session patterns. The session pattern tells
the system on which days it can schedule sessions and when to stop repeating the
pattern. For example:

If the number of sessions entered is 10 and the class would repeat on Tuesday and
Wednesday (determined by checking the checkboxes), the class would repeat every
Tuesday and Wednesday for five weeks.

Step Action

36. Confirm and/or change the session start time as required in the Start Time field.
37. Confirm and/or change the session end time as required in the End Time field.
38. Confirm and/or change the session time zone as required in the Time Zone field.

EST
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Step

Action

39.

Confirm and/or change the session days based on the sessi
the correct checkboxes.

on date as required by checking

40.

Instructors section.
IEIartJara knott

Confirm and/or change activity session instructor information as required in the
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Step

Action

41.

Equipment section.

Confirm and/or change activity session equipment information as required in the

Revised 1/2013

135|Page




aMaintain Activities - Microsoft Internet Explorer

[Qo - © - 4] 2] (o] Dsown Syrenme @] (-0 & - B

Training Guide

=18[x]|

H Fle 7

2,
i

| addvess [{€] hitps: b qmis.in.govipspiimupt EMPLOYEE fELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTFolderPath=PORTAL_RODT_OBJECT.CO_ENTERPRISE_LEARNING LT | Go HLim >

ORACLE’

I Enterprise Learning
[ Instructar Tasks
[» Leamer Tasks
[+ Mass Enroliments
[» Motifications
= Catalog
— Maintain Calegories
— Maintain lterns
— Maintain Delivery
il

I ies
— Maintain Keywords
— Bebuild Indexes
— Define Sunplemental
Learning
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile

Mew Window | Help | Customize Page

Leaming Cornponent | Session Patterns ‘( Sessions \
Activity:  DOP_0001_120409 Component:  FMLA for Mars & Superisors
Template ID: | Q Apply Template

Session Pattern

ES

Facility: |Depanmem of Personnel Q HE
Room: | Q
*Stait Date: 12042008 [ Create: 1 Sessions
“Start Time: 9:00AM “End Time: |[1200FM  Time Zone:  |EST Q

™~ Mon ™ Tue ™~ Wed ™ Thu ¥ i ™ sat ™~ sun

First (4 0t 1 [F Last
Name Display Type Host
Q. [Barbara knott Primary  v] [ |

Add Instructor

There are no equipments added fo this session
Add Equipment

Build Sessions

[ Observe Holidays I” Delete Existing Sessions

Return to Activity

neen —

|~ My Diclionary - LI
| ] Done 0T & @ mtemet
istart| | (G @ @ [ | [ Inbox-Micrasoft Outiook || &] Maintain Activities -... | B|AL B E 1203mm

Step

Action

42.

| W Observe

Holidays

Confirm or check the Observe Holidays checkbox to observe the holiday schedule that is
linked to the facility selected the session.

43.

desired.

Check the Delete Existing Sessions checkbox to delete any previously built sessions, if

Leaving the checkbox unchecked allows the system to add any new sessions to be built to
existing sessions.

| ™ Delete Existing Sessions

44,

Click the Build Sessions button.

Build Sessions
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2} Maintain Activities - Microsoft Internet Explorer —|&] x|

JeBack -© - ¢ & Lh|/‘f)5earch /' Favartes ﬁ}‘ Eggv ; - J3E 3 H e 7| A¥

| addvess [€] hitps: b qmis in.gorv{pspiimupt EMPLOYEE fELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTFolderPath=POR TAL_RODT_OBJECT.CO_ENTERPRISE_LEARNING LT | Go HLim >

ORACLE’

I~ Enterprise Learning -l Mew Window | Help | Custarmize Page | \&)
[ Instructar Tasks
I Learner Tasks [ Leamning Component |~ Session Patterns | i k|
[+ Mass Enroliments
[ Motifications Activity:  DOP_0001_120409 Component:  FMLA for Mgrs & Supervisars
= Catalog

— Maintain Cateqories Warning - Scheduling Conflicts

~ Maintarn terns " il First [ 1202 0 Last
Session Date Start Time End Time Time Zone Facility

— Maintain Delivery

Room

I~ 11s/30i2009 9:00AM 12:00PM EST Department of Personnel
[~ 12/04i2009 9:00AM 12:00PM EST Deparment of Personnel

— Bebuild Indexes
— Define Supplemental Selectall [ Clear All
Learning
[» Financial Details
> Leaming Resources
[> User Profiles
I Leamer Groups Return ta Activity

[ Qrganizations
[> Learing Reports (& save | [=]notify | 7 Refresh
I» Financial Reports
— Set Learning Ervironment Leamning Component| Session Paterns | Sessions
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary -

| &] Done 0T & @ mtemet
istart| | (G @ @ [ | [ Inbox-Micresoft Outiook || ] Maintain Activities - .. | BB 1203pm

Delete Session | Add Session | Update Instructor Calendar

Step Action

45, Check the checkboxes to the right of the session(s) in the Sessions section to update
sessions as needed.

- Click the Add Sessions button to add new sessions to activity details.

- Click the Update Instructor Calendar button to add or remove sessions visible to the
assigned instructor.

- Click the Delete Session button to remove sessions.

46. Click the Update Instructor Calendar button.
Lpdate Instructor Calendar

47, Click the Save button.
& save

48. Click the Return to Activity link.

Feturn to Activi
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Microsoft Internet Explorer

[Qe - © - 1x) &) B Psown oo @3- 2 & - LB

| advess [€] hitps: fdevhr qmis.in.govipspiimupt EMPLOYEEfELM/cjLIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTFolderPath=POR TAL_RODT_OBJECT.CO_ENTERPRISE_LEARMING LIT] |

ORACLE’

Mew Window | Help | Customize Page |

I Enterprise Learning il
[ Instructar Tasks
[> Leamer Tasks [ Activity Details_y Learning Cs " Completion ) MaterialsiAttachments }~ Activity Costs |
[+ Mass Enroliments
[» Motifications

Catalogem: FMLA for Mars & Supervisors Activity:  DOP_0001_120409

= Catalog
— Maintain Calegories
— Maintain ltems & save
— Maintain Delivery
Iethods

EiCreate Mew ¥ Clone M Delete  Send Nofifications  Return To Activity Search

aintain Keywords

Edi Delete Learning

— Rebuild Indexes C Type C Name dit
— Define Gupplemental ~ Component
Learning Sessions FMLA for Mors & Supervisors Edit

[» Financial Details
> Leaming Resources Add Compaonent
[> User Profiles
> Leamer Groups
> Organizations B oave [BCreatenew E@cione M Delste  Send Moifications Return To Activity Search
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile -
|~ My Diclionary -

Activity Details | Learning GCompanents | Completion | Materialsittachments | Activity Costs

& [T @ e
istart| | (G @ @ [ | [ Inbox-Micresoft Outiook || ] Maintain Activities - .. | @| (o @ 11154 a0

Step Action

49, Click the Completion tab.

Microsoft Internet Explorer

Q- © - 1) &) (] s Lrmene @] (- 3 1= - i B

Address [{@] hueps:jdevhr. amis in. govfpspfmup L JEMPLOYEE ELMjc/LM_RESOURCE_MANAGEMENT. LM_ACT. GEL FolderPath=PORTAL_ROOT_CBIECT. CO_ENTERPRISE_LEARMING LI~ ]

ORACLE’

Mews Window | Help | Custornize Page |

- Enterprige Learning
[ Instructor Tasks

[ Learner Tasks | Activity Details ) Learning Campanents |~ Completion | MaterialslAftachments | Activity Costs |
[> Mass Enrallments
> Motifications Catalog tem:  FMLA for Mars & Supenisors Activity:  DOP_0001_120408
< Catalog
— Maintain Catetoties
— Maintain lterms & save Create Mew S8 Clone Iﬁl Delete  Zend Mofifications  Return To Activity Search

— Maintain Delivery
tethods

™ Enforce Component Order

n
— Maintain Keywords
— Rehuild Indexes Beifaly/Components

— Define Supplermental Required *Order Type Name Duration
Learning
[> Financial Details l— i FMLA for Mors &
> Learning Resources ~ L] EHoeelin Supervisors aHrs

[ User Profiles
> Leamer Groups
[» Organizations
> Leaming Reports & save  [E Create New E@Clnne E Delete  Send Mofifications  Return Ta Activity Search
I* Financial Reports
— BetLearning Environment
= AUt Mark Activity
Camnletion
- Vendor Message Activity Details | Learning Components | C | Materi nents | Activity Costs
Management

— Program Status Updates

[> Set Up ELM

[ Warklist

[ Tree Manager

> Reporting Tools

[ PeopleTools

— Chane Wy Password

- My Personalizations

I— My Systern Profile

|- My Dictionary &

|& Y
Bistart| |G @ © | [ Inbox-Microsoft dutoos_|[E] Maintain Activities ... | @|[EB@E 1151 a0
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Step Action

50. Confirm and/or change activity components information as required in the Activity
Components section.

icrosoft Internet Explorer

JeBack -© - ¢ & Lh|/‘f)5earch /' Favartes (&3‘ R = - L

| ackess [{€] hitps: jdevhr. qmis.in.govipspiimup 1 /EMPLOYEE/ELM/cjLIM_RESOLRCE_MANAGEMENT.LIN_ACT,GELTFolderPath=POR TAL_RODT_OBJECT.CO_ENTERPRISE_LEARNING L7 |

ORACLE’

Home

I~ Enterprise Learning -l Mew Window | Help | Customize Page |
[ Instructor Tasks
[> Leamer Tasks [ Activity Details_}” Learning Components } Gy ion | ments | Activity Costs |
[+ Mass Enroliments
[> Motifications: Cataloglem: FMLA for Mars & Supervisors Activity:  DOP_0001_120409
= Catalog

— Maintain Calegories

— Maintain lterns I save @Ecreate Mew E,ECIDHE m Celete  Send Mofifications  Return To Activity Search

— Maintain Delivery
tethods

[~ Enforce Component Order

— Maintain Kevwords =
— Bebuild Indexes Rethvity Componerts

— Define Supplemental Required *Order Type Name Du
Learning
[» Financial Details l— FMLA for Mors &
I Leaming Resources & L] (Boeelie Supervisors )

[» User Profiles
[» Leamer Groups
[ Qrganizations
[> Learning Reports & save
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
—¥endor Message Activity Details | Learning Components | C Mater nents | Activity Costs
Management
— Program Status Updates
(- Set Up ELM
[ Worklist
[ Tree Manager
> Reporting Tools
- PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile -
|~ My Diclionary -

reate New  EdCione [l elete  Send Nofifications Eeturn To Activity Search

& T8 e
@istart| | (G @ @ [~ | [ Inbox-Microsoft Outlook || ] Maintain Activities - .. | @| (@[ I 1154 am

Step Action

51. Click the Materials/Attachments tab.
[Materialsitttachments|
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- Microsoft Internet Explorer —|&] x|
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| addvess [{€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/c/LIM_RESOLRCE_MANAGEMENT.LIM_ACT.GELTFolderPath=PORTAL_RODT_OBJECT.CO_ENTERPRISE_LEARNMING LT | Go HLim >

ORACLE’

| Mew Window | Help | Custamize Page | &, =

I Enterprise Learning
[ Instructar Tasks
[> Leamer Tasks [ Activity Details_}” Learning Components § C ¥ ials/i " Activily Costs |
[+ Mass Enroliments
[» Motifications

< Catalog Catalog ltem:  FMLA for Mors & Supervisors Activity:  DOP_0001_120409
— Maintain Calegories
— Maintain fterns. & save reate New E@clone [ Delete  Send Nolifications  Return To Activity Search

— Maintain Delivery

Shipping

— Bebuild Indexes

— Define Sunplemental
Learning
[» Financial Details
> Leaming Resources
[> User Profiles
b Learner Groups [ Display Note to Learner =
[ Qrganizations
[ Leaming Reports Notes:
I» Financial Reports =
— Set Learning Environment —I@
— Auto Mark Activity
Completion
— ¥endor Message LI
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager -
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
s —| Bsare [Efcesensw ZPcione [Delste  Send Nofifications Feturn To Activity Search =l

|~ My Diclionary
T8 e

|&
istart| | (G @ @ [ | [ Inbox-Micrasoft Outiook || &1 Maintain Activities - .. | @| (o @ 1154 a0

Attachments
Attached File

Delste Attachment | | Add Atachment |

Step

Action

52.

Confirm and/or change activity materials information as required in the Material section.

53.

Confirm and/or change activity notes information as required in the Activity Notes section.

o4.

Confirm and/or change activity file attachments as required in the Attachments section.
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ORACLE’

I Enterprise Learning

[ Instructar Tasks

[» Leamer Tasks

[+ Mass Enroliments

[» Motifications

= Catalog
— Maintain Calegories
— Maintain lterns
— Maintain Delivery

Iethods

— Bebuild Indexes
— Define Sunplemental

=l

Mew Window | Help | Customize Page | =1

[ Activity Details_}” Learning Components § C ¥ " Activily Costs |
Catalog tem: FMLA for Mars & Supemisors Activity:  DOP_0001_120409
ﬁ Save Create Mew  Z@ Clone ﬁl Delete  Send Mofifications  Return To Activity Search

Shipping

Quantity  Status

Learning
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord

[ Q

First [4] 1 of

[ Display Note to Learner

Notes:

Attachments
Attached File

-

Delste Attachment | | Add Atachment |

— My Personalizations
— My Systern Profile
|~ My Diclionary

B save  [E Create New E,Eclnme mDElEIE Send Mofifications  Return To Activity Search

|&
@istart| | (5 @ @ [ | - Inbox-Microsoft Outiook

£ Maintain Activities - ..

=
[ & [ ntemet
@ eTE s

Step

Action

55.

Click the Activity Costs tab.
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ORACLE’

- Enterprige Learning

[ Instructor Tasks

I Learner Tasks

[> Mass Enrallments

[> Motifications

< Catalog
— Maintain Categories
— Maintain ferns
— Maintain Delivery

tethods

n
— Maintain Keywords
— Rebuild Indexes
— Define Supplemental
Learning
[> Financial Details
> Learning Resources
[ User Profiles
> Leamer Groups
[» Organizations
> Leaming Reports
I* Financial Reports
— BetLearning Environment
= AUt Mark Activity
Camnletion
— ¥endor Messacge
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
[ Tree Manager
> Reporting Tools
[ PeopleTools
— Chane Wy Password

Mew Window | Help | Custornize Paee | 5 2

a

[ Activity Details |~ Learning Components )~ Completion}” MaterialsiAftachments ' Activity Costs \_

Catalogem: FMLA for Mars & Supervisors Activity:  DOP_0001_120409

& save  [E Create New E@Clnne mDelete Send Mofifications  Return To Activity Search

Summary Details

Cost Category D

ad hoc Costs and Credits
Summary Y

Twe Cost Cateqory
I ] [oher =]

Add Ad hoc Costs and Credits

“Description Co:

o

Currency

Total Activity Cost: uso
Min Enrollment Cost: usD
Max Enrollment Cost: usp

Send Activity Notifications

Calculate Costs

Per Seat

Per Seat

- My Personalizations
I— My Systern Profile
|~ My Dictionary

il Delete

E Create Mew  EClone

[SERE Send MNotifications Return To Activity Search

=

| €] Done
distart| | G & ©

| L Inbox - Microsoft Qutiook

& Maintain Activities - ...
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Step

Action

56.

Confirm and/or change activity costs information as required in the Activity Costs section.

57.

hoc Costs and Credits section.

Confirm and/or change activity ad hoc costs and credits information as required in the Ad

58.

Review system calculated estimated activity costs information by clicking the Calculate
Costs button in the Estimated Activity Costs section, if the costing features are used.

ZMaintain Activities - Microsoft Internat Explorer

TS

eﬁack - J = d \g _h|fm)5w(h *Favuntes @3‘ - - :; v ~ _J ﬂ ﬁ

EELG

Address [{@] hueps:jdevhr. amis in. govfpspmup LJEMPLOYEE JELM/c/LM_RESCURCE_MANAGEMENT. LM_ACT. GBLFolderPath=—PORTAL_RODT_CBIECT. CO_EMTERPRISE_LEARNING L(7] [ S0 HLinks >

ORACLE’

=l

-~ Enterprise Learning

Mew Window | Help | Customize Page | & ]

I Instructor Tasks
[> Learer Tasks
[> Mass Enrallments
[> Motifications
- Gatalog
— Maintain Cateqories
— Maintain lterns
— Maintain Delivery
tethods
— Mal ties
— Maintain Keywords
— Rebuild Indexes
— Define Supplemental
Learning
[> Financial Details
> Learming Resources
[ User Profiles
> Leamer Groups

[ Activity Details | Learning Components | Completion_j~ MaterialsiAftachments | Activity Costs \_

Catalogtem:  FMLA for Mors & Supervisors Activity:  DOP_0001_120408

& save  [E Create ew E@cione M elete  Send Nofifications Return Ta Activity Search

First 14 4o 1 [7) Last

ctivity Costs
Summary Details
Cost Cateqory Descripti Cost

Currency

Ad hoc Costs and Credits First 14 1o 1 [F) Last

Summary Details

[ Organizations Tvpe Cost Category  ‘Description Cost Currency
> Leaming Reports |Cnsl ﬂ |01her j I E

I* Financial Reports

— BetLearning Environment

= AUt Mark Activity
Camnletion

— ¥endor Messacge
Management

[#]Add Ad hoe Costs and Credits

Calculate Costs

Total Activity Cost:

uso

— Program Status Updates

[+ Set Up ELM Min Enrollment Cost: uUsD  PerSeat
[ Warklist
- Tree Manager Max Enrollment Cost: UsD  PerSeat

> Reporting Tools

[ PeopleTools

— Chane Wy Password
— My Personalizations

- My System Profile =} g EE]
Clrotees — Esave [EfCreate rew EFcCione

Send Activity Notifications

[l Delete  Send Notifications - Return To Activity Search

=

€l
distart| | (G @ @ | [ Inbox-Microsoft Outiook
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Step Action
59. Click the Save link.
Save

60.

Click the Activity Details tab.

Activity Details
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= Catalog Blsave [Efcreatemew E@cione [MDelete  Send Motifications Return To Activity Search
— Maintain Calegories
— Maintain lterns

- ) ) ) ) -
#xa'ma‘” Delive Catalogftem:  FMLA for Mgrs & Supervisors Delivery Method: Instructor Led Training

ies

— Maintain Keywords "Activity Code: DOP_0001_120409

— Bebuild Indexes

— Define Supplemental ‘Start Date: 12/04/2008 [
Learning
b il DG End Date: 12i04/2008 [

[> Leaming Resources » . I' -
I User Profiles Approval Type: Bath-Special

[> Leamer Groups Catalog Approver:

[ Qrganizations athy Hicks a
[> Leaming Reparts Administrator: \athy Hicks Q

I» Financial Reports

— Set Learning Environment Primary Instructor:  |Barbara Knott Q
— Auto Mark Activity

Completion ‘Status: Pending ¥
— Vendor Message
Management ‘Language: English 2

— Program Status Updates N ’
[> Set Up ELM Education Units:

- arklist Owner: a
[ Tree Manager Kathy Hicks

> Reporting Tools

> PeopleToals

— Change by Passwaord
— My Personalizations

— My Systern Profile a -
E iiEmtne = Currency Code: UsD Q@

-]
& [T 8 @ e
@istart| | (G @ @ [ | [ Inbox-Micresoft Outiook || &1 Maintain Activities - .. | @| [ @ 11156 4

Step Action

61. Click the Status drop-down menu button.

=

62. Select the Active from the list of values to make the activity viewable to learners in the
course catalog.

63. Click the Save link.

64. Congratulations! You have successfully cloned an activity.
End of Procedure.

Learner Tasks

How to Enroll Learners

This lesson will teach administrators how to enroll individual learners into activities.
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ORACLE’

Personalize Content | Layout
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[ Self Service

[ Manager Self Service
I Enterprise Learning
[ Set Up ELM

[ Wiarklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Change Wy Password
— hiv Personalizations:
— hiv Systern Profile

— Wiy Dictionary

]
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distart| |G & ©
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Step

Action

Click the Enterprise Learning link.
i Enterprise Learning]
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Base Navigal

icrosoft Internet Explarer
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Search:

> My Favorites
[ Self Service
- Manager Self Senice

[ Instructor Tasks
[> Leamer Tasks
[» Mass Enrallments
[ Motifications
I Catalog
[» Financial Details
I» Leaming Resources
[» User Profiles
> Leamer Groups
I» Organizations
I» Leaming Reports
I Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
[- Set Up ELM
[ Warklist
> Tree Manager
> Repaorting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Swstern Profile
— My Dictionary

ﬁ Enterprise Learning

iz el maintain the learming catslog, learning resources and user profiles, View and maintain nrollment recarde, and mark grades and attendance.

E Set Learning Emvironment
Set yaur currert Learning Environmert

E Program Status Updates
Process pragram completions and
expirtions

Mass Entollments
Process and review mass enroliment
fransactions.

[ElProcess Mass Enroliment
ERevigw Mass Enrolinent Redquest

ncial Det:

efing purchase order and training unt pools
Updste and maintain your subledger and
export financial transactions t your general
leciger.

=

2

Purchase Orders

= Maintsin Training Urits
ElRevisw Sublesiter
2hore..

Auto Mark Activity Completion

= Vendor Message Management
Fracess activity completions.

Review snd publish cueusd transactions to
webcast vendors.

ﬁ Learner Tasks
Complete learner-related tasks such as

enraliment, approvals, supplementsl leaming,
and lsarming requests. Manage activity and
program rosters.
FElEnroll Learners
= Ackninister Activity Rosters
=) Achminister Program Rosters

2hore.

ﬁ Catalog
Maintain aspects of the Learning Catalog

ﬁ Instructor Tasks

Complete instructor -relsted tasks
=l wiew Schedule
Elnark Gracles and Attendance

ﬁ] Notifications
Send enrollment, sctivity, and program

natifications includling cetegories, keywords, ftems,
ElEnrolment delivery methods, activities, programs, and
] ctivity supplemental learning templates.
ElProgram EMaintin Catenories

EIMaintin tems:
Elhaintain Delivery Methods
4 More..

ﬁ User Profiles
Maintain user profiles for internal and external

learners and instructors.
Elinternal Learners:

ﬁLeﬂr g Resources

Define and mairtain learming resources
incluging equipment, materials, facilties, and
seasion templates

ElEquipmert ElEsternal Learners
Ematerial Elinstructors
ElFacities

Elsession Templates

=

| €] Done
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Step

Action

Click the Learner Tasks link.

Learner Tasks |

Click the Enroll Learners link.

nroll Learners

2 Enroll Learners - Micrasoft Internet Explorer |8 x|
Y = N - »
J @Back - Q- \ﬂ @ gh | /.)Search 57 Faverkes {‘}‘ sl - J ﬁ 3 H File | o
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=l

> Manager Self Serice Mews Window | Help | Custormize Fage | &)
I Enterprise Learning
[> Instructor Tasks

= Learner Tasks

Enroll Learners - Find Requester

— Enroll Learners

— Administer Activity Search for the individual requesting enrollment by entering criteria into at least one field. Find the
Rosters name of the reguester in the search results and "Select” to go to the next step in the enrallment
— Administer Pragrarm process. To view infarmation about the requestar, select the Name hyperlink
Rosters

— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details

Requester’s First Name: Organization Type: All >
Requester’s Last Name: Business Unit:
l— Organization Name: l— Q

Requester’s AC Name:

I Leaming Resources Employee ID: Qa,
[> User Profiles
[> Leamer Groups Job Title: Q

[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools

Search Reset

> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary -

| &] Dore [
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || ] EnrollLearners - Micr...
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Step

Action

Enter search criteria for the enroliment requester.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.
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Action

Click the Search button.

Search

Select

Click the Select button to the right of the requester in the Select Requester section.
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> Learner Groups
[» Organizations
> Leaming Reports
I* Financial Reports
— SetLearning Environment
= Auto Mark Activity
Campnletion
- Vendor Messade
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanoe My Password
— My Personalizations
— My Systern Profile

| Mew Window | Help | Custornize Page |

Enroll Learners - Search for Learning
By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
Development

Search for the requested activity or program by entering criteria into at least one field. Find the name of
the activity o progran in the search results and selectthe "Enrall” button to go to the nest step in the
enroliment process.

| All -
l— Location: l—Q
ActivityCone:l—Q Language Code: lﬁ

Description: l— Start Date: I—EU

Title: Type:

ftem Code:

From:

Category: Q, Through: [5)
Objective: aQ
Instructor:

a
Search| Reset

|— My Dictionary -
| &] Done Y
Histort| |G @ © (| [ Inbox - Microsoft Qutook_|[Z] Enroll Learners - Mier... | @|[EB@E sszem

Step

Action

Enter search criteria in the Search for Learning section, if desired.
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=18[x]|

]
"

H Fle 7

| addvess [{€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOPF SCHode=7 | Go HLim >

ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

rs
= Adimnirister Attivity
Bosters
— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile

=l

Mew Window | Help | Customize Page |

Enroll Learners - Search for Learning
By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
Developrment

Search for the requested activity or program by entering criteria into at least one field. Find the name of
the activity or program in the search results and select the "Enrall* buttan to go to the next step in the
enrollment process

Title:

| Tvpe: Al -
I a
Activity Code: @, Language Code: hd

ftem Code: Location:

Description: l— Start Date: From:
categor: [ a Tough: [ E
Objective: Q
Instructor: I—Q

Search| Reset

|~ My Diclionary -
| &] Done 0T & @ mtemet
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @| (@@ 4szem

Action

Search

Click the Search button.

Locate the correct activity in the Select learning for enrollment section.

Enrall

Click the Enroll button to the right of the correct activity in the list.
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rosoft Internet Explorer

J@Back -© - @ @ Lh|/‘t)5earch S Favores 23 = ;_ =~ JiEd 3 H P

| addvess [{€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOPF SCHode=7 | Go HLim >

ORACLE’

Enroll Learner:

]
"

=l

> Manager Self Servica Mew Window | Help | Customize Page | =1
I Enterprise Learning
[ Instructor Tasks

= Learner Tasks

Enroll Learners - Find Learners

By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
Developrment

= Adimnirister Attivity
Bosters

— Adrninister Prograrm
Rosters

— Maintain Appravals

— Add Supplemental

Search for an individual to enroll by entering the individual's name in the Learner field, specify last
name firstname. Tafind a group of individuals search by the manager, organization, or araup. For
example, searching by a manager's name will vield a list of all of his or her direct reparts

Learning Activity Name: Coaching Basics Type: Instructor Led Training
[> Mass Enrallments i . .
b Notifications Aqmy Code: ) SFD_00020_100109 Contact: ) Barbara Austin
&> Catalon Price Per Seat: 0.00 USD Drop Charge: 0.00UsD
[» Financial Details
I Leamning Resources Start Date: 10J01/2010 End Date: 10M1/2010
[> User Profiles Last Enrollment Date: .- Last Drop Date: -
[ L Eiielss Available Seats: 3z Available Waitlist: 30
[ Qrganizations L ) Crglish Duration:
1> Leaming Reports anguage: nglisl uration: 3 Hrs
I» Financial Reports
— Set Learning Environment
— Auto Mark Activi Learner: Q,  Business Unit: Q
Completion
— Vendor Message Employee ID: Q, Job Code Deser: Q
Management
— Program Status Updates Manager: @, Position Descr: Q
(> Set Up ELM
[ orklist Learner Group: @, Organization Type: |All >

[ Tree Manager

> Reporting Tools

> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary

|&
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

Hire Date: From:

Gl
Through: l—@

Search Reset

Organization Name:| Q

=
[ & [ ntemet
| @| B e 4mzem

Step

Action

11.

Details section.

12.

Click the Search button.
Search
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H Fle 7

| addvess [{€] hitps: b qmis.in.gorv{pspiimup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFP SCHode=E7 | Go HLim >

ORACLE’
Menu B

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks
— Enroll Lt 8
= Adimnirister Attivity
Bosters
— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— SetLearning Environment

Mew Window | Help | Customize Page | =1

Enroll Learners - Select Learners
By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
Development
Selectthe learner(s) vou wantto enroll and specify the pavment details. Ifpayment is required and
displayed, to splitthe payment add a row to the Payment Details grid and specify the relative
percentages inthe Split % field. Select the "Enroll" button to enroll the learner(s) in the activity.

Activity Name: Coaching Basics Type: Instructor Led Training
Activity Code: SFD_00020_100109 Contact: Barbara Austin

Price Per Seat: 0.00 USD Drop Charge: 0.00UsSD

Start Date: 100142010 End Date: 10/01/2010

Last Enrollment Date: .- Last Drop Date: -

Available Seats: 3z Available Waitlist: 30

Language: English Duration: 3 Hrs

Search for More Learners

— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary

Continue Enrollment

Approval Required:  Yes [ Approve Enroliment Now

Select Learners

Select Employee ID Name Job Title ire Date

[ 10000043976 Carol Radke IR EERUREES 08/01/1994
Generalist2

Selectall [O] ClearAll  Search for More Learners

&l

|&
dstant| | & ©

| [ Inbox - Microsoft Qutiook || &] Enroll Learners - Micr...

[ & [ ntemet

| @|QQ@@ 4154 P

Step

Action

13.

Check the checkbox in the Select column of the Select Learners section to select the
learner for enrollment.
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2 Enroll Learners - Micrasoft Internet Explorer —|&] x|
. = e 3 L~ »
J @ Back - () - \ﬂ \ELI J\ | a ) Search 57 Favorkes {4 ‘ sl - J ﬁ 23 H Fie v
| Address |§'] https:/{devhr . amis.in. gov/pspimup L JEMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER GBL?PORTALPARAM_PTCHAY=LM_CALL_CEMTER_GBLAEOPP,5CHode=E7 | Go Hums >
& Manager Self Samice «| ENroll Learners - select Learners N
[~ Enterprise Learning By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
[ Instructor Tasks Developrnent
Select the learner(s) you want ta enroll and specify the payment details. If payment is required and
displayed, to splitthe payment add a row to the Payment Details grid and specify the relative
Rosters percentages inthe Split % flield. Selectthe "Enroll' button to enroll the learner(s) in the activity.
— Adrninister Prograrm vt . .
Rosters Activity Name: Coaching Basics Type: Instructor Led Training
_ Maintain Approvals Activity Code: SPD_00020_100109 Contact: Barbara Austin
— Add Supplemental Price Per Seat: 0.00 USD Drop Charge: 0.00UsD
Learning
[ Mass Enrallments Start Date: 10/01i2010 End Date: 10/01/2010
I; gniiﬂlﬁa"ﬂnﬁ Last Enrollment Date: Last Drop Date: .
atalog i . i itlist:
& Financial Details Available Seats: 32 AV(]IIa-I)IEWal“IS‘. a0
[ Leaming Resources Language: English Duration: 3Hrs
[> User Profiles
[> Leamer Groups Search for More Learners
[ Qrganizations
I Learming Reports Caontinue Enroliment
[> Financial Reparts —
— Zet Learning Environment Current Learners to Enroll Custornize | Find | 88 First (44 o ¢ [Pl Last
— Autn Mark Activity EmpliD Name *Job Title Hire Date
Completion
— Vendor Message 110000043976  Carol Radke g:’ﬂ’;glif?u’m 08i0141884 a
Management
— Program Status Updates
(> Set Up ELM
[-\orklist e
[ Tree Manager Approval Required:  Yes ™ Approve Enroliment Now
> Reporting Tools
> PeopleTools Select Learners Customize | Find |
’;hzﬂ & ht ::'ESIEW“TU Select Employee D Name Job Title Hire Date
I My Personalizations
- iy Swstern Proile 10000043976 Carol Radke Human Resources 0801194
Generalist 2
|- My Dictionary - =l
& | [ 18 [ itermst
distart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @| [ @) as4pm

Step

Action

14.

If present, review the Approval Required designation in the Approval Required section.

The Approval Required section displays when manager or administrator approval is
needed to enroll in a course and is used to override manager and administrator
approvals. An administrator cannot override payment approvals here. Administrators

can use the roster component to approve payment approval requests.

The Approval Required option displays whether the system requires manager or

administrator approval to enroll in the activity.

Check the Approve Enrollment Now checkbox to override manager and
administrator approvals for all selected learners.
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2 Enroll Learners - Micrasoft Internet Explorer —|&] x|
J Qe - ©) - %] 2] 7o | /':) Search 5 Favarkes {2 ‘ w8 B H e 7| 4F
| Address |§'] https:/{devhr . amis.in. gov/pspimup L JEMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER GBL?PORTALPARAM_PTCHAY=LM_CALL_CEMTER_GBLAEOPP,5CHode=E7 | Go Hum >
& Manager Self Samice «| ENroll Learners - select Learners N
|- Enterprise Learning By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
[ Instructor Tasks Developrnent
Select the learner(s) you want ta enroll and specify the payment details. If payment is required and
displayed, to splitthe payment add a row to the Payment Details grid and specify the relative
Rosters percentages inthe Split % flield. Selectthe "Enroll' button to enroll the learner(s) in the activity.
— Adrninister Prograrm vt . .
Rosters Activity Name: Coaching Basics Type: Instructor Led Training
_ Maintain Approvals Activity Code: SPD_00020_100109 Contact: Barbara Austin
— Add Supplemental Price Per Seat: 0.00 USD Drop Charge: 0.00UsD
Learning
[ Mass Enrallments Start Date: 10/01i2010 End Date: 10/01/2010
I; gniiﬂlﬁa"ﬂnﬁ Last Enrollment Date: Last Drop Date: .
atalog i . i itlist:
& Financial Details Available Seats: 32 Awu:!hleWanllsL a0
[ Leaming Resources Language: English Duration: 3Hrs
[> User Profiles
[> Leamer Groups Search for More Learners
[ Qrganizations
I Learming Reports Caontinue Enroliment
[> Financial Reparts —
— Zet Learning Environment Current Learners to Enroll Custornize | Find | 88 First (44 o ¢ [Pl Last
— Auto Mark Activi EmpliD Name *Job Title Hire Date
Completion
— Vendor Message 110000043976  Carol Radke g:’ﬂ’;glif?u’m 08i0141884 a
Management
— Program Status Updates
(> Set Up ELM
[-\orklist e
[ Tree Manager Approval Required:  Yes ™ Approve Enroliment Now
> Reporting Tools
> PeopleTools Select Learners Customize | Find |
’;hzﬂ & ht ::'ESIEW“TU Select Employee D Name Job Title Hire Date
I My Personalizations
- iy Swstern Proile 10000043976 Carol Radke Human Resources 0801194
Generalist 2
|- My Dictionary - =l
& [T @ e
distart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @| [ @) as4pm

Step

Action

15.

section.

If present, review the Reserved Seats Available number in the Reserved Seats Allowed

The Reserved Seats Allowed section displays if reserved seats were defined for the
activity on the Activity Details page and is used to allow selected learners to use
reserved seats as needed. Once a reserved seat is filled, the seat does not revert to

reserved status if a learner drops the activity.

The Reserved Seats Available option displays the number of available reserved

seats.

Enter the number of seats to use in the Use Reserved Seats field for selected learners

to be enrolled into a reserved seat.

Step

Action

16.

Click the Continue Enrollment button.

Caontinue Enraliment
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2 Enroll Learners - Micrasoft Internet Explorer —|&] x|
& = N - »
J @Back - - \ﬂ @ gh | /.)Search 57 Faverkes {‘}‘ sl - J ﬁ 3 H File W

| addvess [{€] hitps: b qmis.in.gorvipspiimup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM _CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFF SCHode=7 | Go HLim >

ORACLE’

[ Manager Self Servica = Mew Window | Help | Custamize Page | &, =
I Enterprise Learning
[ Instructor Tasks

Enroll Learners - Payment Details

C1i
Rosters By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
— pdrinister Pragrarm Development
Rosters
— Maintain Approvals Selectthe paymentyou wantto enroll and specify the payment details. For chargeback, if split payment
— Add Supplemental is required, add a rowta the payment scroll and specify the relative percentages in the split% field
Learning Selectthe "Submit Enrollment" buttan to enroll the learner(s) in the activity.
[> Mass Enrallments
[> Notifications ’—I
> Catalog Submit Enroliment Return To Previous Page

[» Financial Details

> Leaming Resources
[> User Profiles

> Leamer Groups . L .

I Organizations Price Per Seat: 000 usD Training Units: 0.000
E :_:ﬁfg’:gfl Rﬁiionnni Drop Charge: 000 usD Drop Units: 0.000
— Set Learning Environment
— Auto Mark Activity

Completion
— Yendor Message Please enter your Chargeback infarmation in the fields below.

pananerient T
— Program Status Updates BRI

> Set Up ELM *Account: Q Split Delete

[-\orklist

[ Tree Manager Alternate Account: Q
> Reporting Tools

Operating Unit:
[- PeopleToals L Y Q
— Change by Passwaord Fund Code: Q

— My Personalizations . l—

| Ly Svstem Profile | Program Code: Q

| iy Dictionary - Class Field: Q =
| &] Done 0T & @ mtemet

istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @| [ @) 4:55Pm

Step

Action

17.

Confirm and/or change activity fees information as required in the Fees Information
section.

The Fees Information fees and drop charges for an activity default from the
Activity Details page. The section is used to modify activity fees and drop charges
for each learner.

Fees Information fields include:

Price Per Seat - A price for the activity.

Drop Charge - A drop charge for the activity.

Training Units - The number of training units to be changed to each learner for the
activity.

Drop Units - The number of training units to be charged back to each learner when
the activity is dropped.

Step

Action

18.

Confirm and/or change activity chargeback information as required in the Enter Charge
Back Information - Chargebacks section.
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i}’ The Enter Charge Back Information section is used to enter chargeback account
information. The ChartField values appear by default from the general ledger
business unit that is mapped to the PeopleSoft HR business unit the requester belongs
to.

s
J@Back -© - ¥ 3 Lh|/‘t)5earch S Favarkes 2} Bv ; - JE 3 H e 7| 4F

| addvess [€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFF SCHode=7 | Go HLim >

ORACLE’

Home

[ Manager Self Senvice il ;l
- Enterprise Learming Submit Enroliment |

Return To Previous Page
[ Instructor Tasks

= Learner Tasks

— Enroll Learners
— Bdminister Attivity . . A
Rosters Frice Per Seat: 0.00 UsD Training Units: 0.000
— Adrninister Prograrm . ,— o l—
Rasters Drop Charge: 0.00) UsD Drop Units: 0.000

— Maintain Appravals
— Add Supplemental

Learning
[> Wass Enrallments Please enter your Chargehack information in the fields below
[> Motifications
[> Catalog [Chargebacks

I* Financial Details *Account: Q Split Delete
> Leaming Resources .
I User Profiles Alternate Account: Q
b Learner Groups Operating Unit: Q
[ Qrganizations
[> Learing Reports Fund Code: Q
I» Financial Reports . l—
— Set Learning Environment Program Code: Q
— Altn tark Activity Class Field: Q

Completion
— Vendor Message Departiment; Q

Management Budget Reference: Q
— Program Status Updates
[» Set Up ELM Product: Q
> Warklist . l—
[ Tree Manager Project: a
- Reporting Tools Split %: 100
> PeopleToals
— Change by Passwaord
— My Personalizations

|~ My Svstem Profile Submit Enroliment
— Wty Dictionan = | Return To Previous Page Ll

| &] Done 0T & @ mtemet
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @| (%@ 4s5Em

Step Action

19. Click the Submit Enrollment button.
Submit Enrollment
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2 Enroll Learners - Micrasoft Internet Explorer —|&] x|
A @ e N »
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| addvess [{€] hitps: b qmis.in.gorvipspiimup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM _CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFP SCHode=7 | Go HLim >

ORACLE’

=l

- Manager Self Service Mew Window | Help | Custarmize Page | \&)
I Enterprise Learning
[ Instructor Tasks

= Learner Tasks

Enroll Learners - Enrollment Confirmation

By request of Carol Radke, Human Resources Generalist 2, SPD - Training and
Development

— Enroll Learners

= Adimnirister Attivity
Bosters

— Adrninister Prograrm
Rosters

— Maintain Appravals

— Add Supplemental

Far enrallments, each individual's Learning Plans is updated. To enrall new leamers in an
activity, find a new activity or find a new requester, gelect the links at the bottomn of the page.

Learning Activity Name: Coaching Basics Type: Instructor Led Training
:; matsr's E'nrnHmMS Activity Code: SPD_00020_100109 Contact: Barbara Austin
otifications . . |
b Catalog Price Per Seat: 0.00USD Drop Charge: 0.0ousD
[» Financial Details
[> Leaming Resources Start Date: 100112010 End Date: 10/01/2010
I Uger Profiles Last Enrollment Date: - Last Drop Date: -
[> Leamer Groups Available Seats: 32 Available Waitlist: 30
I Organizatians Language: English Duration:
I Learming Reports guage: o - 3Hrs
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity Price Per Seat: usD Training Units:
Completion ~
— Vendor Message Drop Charge: usD Drop Uniits:
Management
— Program Status Updates
(> Set Up ELM
[ YWorklist Approval Required:  Yes |

[ Tree Manager
> Reporting Tools
> PeopleToals

Enroliment Successful

L e Pl Employee ID Name Job Title Hire Date Confirmation  Status
— My Personalizations Human Pending
— My Systern Profile 10000043976  Carol Radke Resources 08/01/1994 268938 Approval
| v Dictionan =l Generalist 2

-]
[ & [ ntemet
| @| A BPE 4s5emM

|&
Mistart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

Step

Action

20.

Enrollment Successful.

1. The Enrollment Successful section displays all learners for whom enrollment is
successful. Successful enrollments include learners with enrolled, waitlisted,
pending payment, or pending approval statuses.

Columns to note within the Enrollment Successful section include:

Confirmation - Displays the confirmation number for the learner. The system uses
this number to track the enrollment history and to determine the learner's priority in a
user waitlist.

Status - Displays the enrollment status for each learner.

2. The Enrollment Unsuccessful section displays all learners for whom enrollment
was unsuccessful. Click the Alerts link for each learner to see the error conditions
that cause the enrollment to fail. To override conditions that are preventing
enrollment or registration, select the checkbox for the learner and click the Submit
button on this page so the system will ignore the condition preventing enrollment.

Administrators CANNOT override unsuccessful enrollments when:
- an activity and its waitlist are full
- a duplicate enrollment is detected

Columns to note within the Enrollment Unsuccessful section include:
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Alerts - Accesses the Alert Details page to view the condition preventing enrollment
for a learner.

S
JeBack -© - \ﬂ E"I ;h|/.:)Search /7 Favertes 6}‘ 3 :\; @ - J3E 3 H e | qF

| address [€] https:/idevhr i in.govipspjlmup LJEMPLOYEE(ELMjc/LM_ADMINISTRATIVE.LM_CALL_CENTER GBLPPORTALPARAM_PTCNAV=LM_CALL_CENTER_GBLAEORP.5CHode=E ] [£] Go Hum >

[ Manager Self Service =l By request of Carol Radke, Human Resources Generalist 2, SPD - Training and 2
- Enterprise Learning DEVEImeEﬂt
[ Instructor Tasks
= Learner T
— Enre s
— Administer Activity
Rosters Activity Name: Coaching Basics Type: Instructor Led Training
— Administer Prograrm - . N
Rostars Activity Code: SPD_00020_100109 Contact: Barbara Austin
— Maintain Approvals Price Per Seat: 0.00UsD Drop Charge: 0.00USD
— Add Supplemental
Learning Start Date: 100102010 End Date: 10/m1/2010
[> Mass Enrallments Last Enrollment Date: Last Drop Date: -
§ ouations Available Seats: 32 Available Waitlist: 30
L Fmanmgal Details Language: English Duration: 3 Hrs
[> Leaming Resources
[> User Profiles
[ Leamer Groups Price Per Seat: uso Training Units:
[> Organizations
I Leaming Reports Drop Charge: usD Drop Units:
> Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion Approval Required:  Yes
— ¥endor Message

_E'_Ma”; e . [Enroliment Successful __________________________________________|
= FerEmm e s Enroliment Successful

> Set Up ELM Employee ID Name Job Title Hire Date Confirmation  Status
[ Worklist Human Pending
> Tree Manager 10000043876 Carol Radke Resources 08i01/11994 268838 Approval
- Reporting Tools Generalist 2

> PeopleTools
[~ Change My Password Enroll Mew Learners  Go To Activit Roster Search far Leaming  Find MNew Requester
— My Personalizations
— My Systern Profile

|- My Dictionary - Jid|

@ C T8 @

For successiul enrollments, each individual's Learning Plans is updated. To enrall new learners in an
activity, find a new activity or find a new requester, select the links atthe bottormn of the page.

#/start J @80 J (. Inbox - Microsoft Outlook || €1 Enroll Learners - Micr... J E| 3~ BEE wserm

Step

Action

21.

Confirm the status of the enrollment in the Status column of the Enrollment Successful
section.

22.

Congratulations! You have successfully entered an individual enrollment into an activity.
End of Procedure.

How to Enroll Multiple Learners

Multiple learners consisting of less than 30 individuals are considered group enrollments.

This lesson will teach administrators how to enroll multiple learners into an activity.

Revised 1/2013

155|Page




ternet Explorer

[Qos - © - x] 2] (o] s Syrenme @] (30 & - B

Training Guide

| Address |@ https:/{devhr . gmis.in.govipspiimup L fEMPLOYEESELMh/?tab=DEFAULT

ORACLE’

Personalize Content | Layout

[ My Favarites

[ Self Service

[ Manager Self Service
I Enterprise Learning
[ Set Up ELM

[ Wiarklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Change Wy Password
— hiv Personalizations:
— hiv Systern Profile

— Wiy Dictionary

]

| ] Done
distart| |G & ©

| L Inbox - Microsoft Qutiook || &1 Employee-facing regi...

0T & @ mtemet

| @| B @ siozem

Step

Action

Click the Enterprise Learning link.
i Enterprise Learning]
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Search:

> My Favorites
[ Self Service
- Manager Self Senice

[ Instructor Tasks
[> Leamer Tasks
[» Mass Enrallments
[ Motifications
I Catalog
[» Financial Details
I» Leaming Resources
[» User Profiles
> Leamer Groups
I» Organizations
I» Leaming Reports
I Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
[- Set Up ELM
[ Warklist
> Tree Manager
> Repaorting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Swstern Profile
— My Dictionary

ﬁ Enterprise Learning

iz el maintain the learming catslog, learning resources and user profiles, View and maintain nrollment recarde, and mark grades and attendance.

E Set Learning Emvironment
Set yaur currert Learning Environmert

E Program Status Updates
Process pragram completions and
expirtions

Mass Entollments
Process and review mass enroliment
fransactions.

[ElProcess Mass Enroliment
ERevigw Mass Enrolinent Redquest

ncial Det:

efing purchase order and training unt pools
Updste and maintain your subledger and
export financial transactions t your general
leciger.

=

2

Purchase Orders

= Maintsin Training Urits
ElRevisw Sublesiter
2hore..

Auto Mark Activity Completion

= Vendor Message Management
Fracess activity completions.

Review snd publish cueusd transactions to
webcast vendors.

ﬁ Learner Tasks

Complete learner-related tasks such as
envallmert, approvals, supplements! learming,
and learning requests. Manage activity and
program rosters.
ElEnroll Learners
=] Achminister Activity Rosters
= Administer Program Rosters

2Mare..

ﬁ Catalog
Maintain aspects of the Learning Catalog

ﬁ Instructor Tasks

Complete instructor -relsted tasks
=l wiew Schedule
Elnark Gracles and Attendance

ﬁ] Notifications
Send enrollment, sctivity, and program

natifications includling cetegories, keywords, ftems,
ElEnrolment delivery methods, activities, programs, and
] ctivity supplemental learning templates.
ElProgram EMaintin Catenories

EIMaintin tems:
Elhaintain Delivery Methods
4 More..

ﬁ User Profiles
Maintain user profiles for internal and external

learners and instructors.
Elinternal Learners:

ﬁLeﬂr g Resources

Define and mairtain learming resources
incluging equipment, materials, facilties, and
seasion templates

ElEquipmert ElEsternal Learners
Ematerial Elinstructors
ElFacities

Elsession Templates

=

| €] Done
i start J ey 1CI®)

| [ Inbox - Microsoft Qutiook || &7 Base Navigation Page...

[ 2 @ mntemet
J @| @@ s:0zpm
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Step

Action

Click the Learner Tasks link.

Click the Enroll Learners link.

nroll Learners

2 Enroll Learners - Micrasoft Internet Explorer |8 x|
Y = N - »
J @Back - Q- \ﬂ @ gh | /.)Search 57 Faverkes {‘}‘ sl - J ﬁ 3 H File | o

| addvess [{€] hitps: b qmis.in.gorvipsplimup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFF SCHode=7 | Go HLim >

ORACLE’

=l

> Manager Self Serice Mews Window | Help | Custormize Fage | &)
I Enterprise Learning
[> Instructor Tasks

= Learner Tasks

Enroll Learners - Find Requester

— Enroll Learners

— Administer Activity Search for the individual requesting enrollment by entering criteria into at least one field. Find the
Rosters name of the reguester in the search results and "Select” to go to the next step in the enrallment
— Administer Pragrarm process. To view infarmation about the requestar, select the Name hyperlink
Rosters

— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details

Requester’s First Name: | Organization Type: All 2
Requester’s Last Name: Business Unit:
l— Organization Name: l— Q

Requester’s AC Name:

I Leaming Resources Employee ID: Qa,
[> User Profiles
[> Leamer Groups Job Title: Q

[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools

Search Reset

> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile

|~ My Diclionary -

| &] Dore [
istart| | (@ @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

[ & [ ntemet
| @|Ea@E sem

Step

Action

Enter search criteria for the enroliment requester.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.
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Step Action
5. Click the Search button.
Search

Select

/Z Enroll Learners - Microsoft Internet Explorer =1 x|
N . A i »|
Q- © - 1] & ()] s fyromam @3- 5 v - i B N

Address [{@] heps:idevhr. amis in. govfpspfmup LIEMPLOYEE [ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER, GELTPORTALPARAM_PTCHAN=LM_CALL_CENTER_GELSEQPP 5Chode=¢ 7] [ 50 Hunks >

ORACLE’

> Manager Self Service ;I
-~ Enterprise Learning

[ Instructor Tasks

 Leamer Tasks

Mew Window | Help | Custornize Page | 5,

Enroll Learners - Search for Learning
By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy

— Enroll Learners

— Administer Activity
Rosters

— Administer Program
Bosters

— Maintain Approvals

— Add Supplermental
Learning

[> Mass Enroliments

Search for the requested activity or program by entering criteria into at least one field. Find the name of
the activity o progran in the search results and selectthe "Enrall” button to go to the nest step in the
enroliment process.

[> Motifications itle:

Title: . -
5> Gy | Type: Al
I Financial Details tem Code: Location: Q
> Learning Resources

[> User Profiles

> Learner Groups

[» Organizations

> Leaming Reports

I* Financial Reports

— SetLearning Environment

= Auto Mark Activity
Campnletion

- Vendor Messade
Management

— Program Status Updates

[> Set Up ELM

[ Warklist

> Tree Manager

> Reporting Tools

Activity Code: I—Q Language Code: lﬁ
Description: l— Start Date: I—EU
I—Q Through: I—Ei]
[ a

Y

Search| Reset

From:
Category:

Objective:
Instructor:

> PeopleTools

- Chanoe My Password
— My Personalizations
— My Systern Profile

— My Dictionary -

| &] Done Y

distart| | (G @ @ | [ Inbox-Microsoh Outiook || &7 Enroll Learners - Micr...

| @| [~ @ # s:0zem

Step

Action

Enter search criteria in the Search for Learning section, if desired.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.
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rosoft Internet Explorer

A Enroll Learner:

J@Back -© - ¥ & @ |/O Search 5 Favarkes {2}

B
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Training Guide

| addvess [€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM _CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFF SCHode=7 |

ORACLE’

> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks

= Leamer Tasks Enroll Learners - Search for Learning

— Adrinister Activity
Bosters

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments

enrollment process

[> Notifications tle:
Title: 3
[» Catalog Tape:
I> Financial Details Item Code: Location:

> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager

Start Date:

—
—
—

Select learning for enrollment

Description:
Category:
Objective:
Instructor:

> Reporting Tools Code Name Twpe
[ PeopleToals 5.9 Workiorce Instructor
F ;hzﬂge Myr‘as{awmﬂ Sl 208 Adrninistration Led Training
— My Personalizations
ersonalizations £.9 Workiorce Instructor

— My Swstemn Profile SPD_00012_112708 administratan Led Trainin
|~ My Diclionary - = E B

By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy

Search for the requested activity or program by entering criteria into at least one field. Find the name of
the activity or program in the search results and select the "Enrall* buttan to go to the next step in the

Al =

[ a

Activity Code: |10T] @ Language Code:

From:

Through:

Fi
Start Date Language Enroll

1172002008 English Enrall
11/27i2008 English Enroll

Mew Window | Help | Customize Page | =1

|&
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

=
[ & [ ntemet
| @|[Ea@E som

Action

Click the Search button.
Search

Enrall

Click the Enroll button to the right of the correct activity in the list.
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Microsoft Internet Explorer

J@Back -© - ¥ & & |/05earch 57 Favorkes (&3‘ R E - L) S

Training Guide

=18[x]|

H File ”| W

| addvess [{€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOPF SCHode=7 | Go HLim >

ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks

= Learner Tasks

— Enroll Learners
= Adimnirister Attivity
Bosters
— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile

=l

| My Diclionary =

Mew Window | Help | Customize Page | =1

Enroll Learners - Find Learners
By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy

Search for an individual to enroll by entering the individual's name in the Learmer field, specify last name first name. Tofind
a group ofindividuals search by the manager, organization, or aroup. Far example, searching by a manager's narme will

yield a list of all of his or her direct reports.
Activity Name:

10T - Information Resource Use Agreement TraininaType:

Activity Code: 10T_WBT_01_2008_Mew Hire Contact:

Price Per Seat: 0.00 UsD Drop Charge:

Start Date: 01/28/2009 End Date:

Last Enrollment Date: .. Last Drop Date:
Available Seats: - Available Waitlist:
Language: English Duration:

Learner: Q,  Business Unit: Q
Employee ID: @, Job Code Descr: Q
Manager: @, Position Descr: Q

Learner Group: Q

Hire Date: From: El
Through: l—@
Search | Reset I

QOrganization Type: |All -
Organization Name:l— a

Cormputer-Based
Training

Lisa Tabor

0.00 UsD

o

30 Mins

|&
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

=
[ & [ ntemet
| @| @@ s sio4em

Step

Action

10.

Enter search criteria for the first learner to be enrolled into the activity in the Learner
Search Details section.

11.

Click the Search button.
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prIE
J@Back -© - ¥ 3 Lh|/0 search 5 cRaertes €2 0- - - LG4 B H e 7| v

| addvess [{€] hitps: b qmis.in.gorv{pspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOPP SCHode=7 | Go HLim >

ORACLE’

=l

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

Mew Window | Help | Customize Page | =1

Enroll Learners - Select Learners
By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy

= Adimnirister Attivity
Bosters

— Adrninister Prograrm
Rosters

— Maintain Appravals

— Add Supplemental

Selectthe learner(s) vou wantto enroll and specify the pavment details. Ifpayment is required and displayed, to splitthe
payment add a row to the Payment Details arid and specify the relative percentages in the Split % field. Selectthe "Enral
hutton to enrall the learner(s) in the activity.

Learning Activity Name: 10T - Information Resource Use Agreement TrainingType: Computer-Based
[ Mass Enrollments Training
I; g:ﬁ'aﬂlcnz"ﬂnﬁ Activity Code: |OT_WWBT_01_2008_New Hire Contact: Lisa Tabor
[ Financial Details Price Per Seat: 0.00 USDr Drop Charge: 0.00 UsD
> Leaming Resources
[ User Profiles Start Date: 01/28/2009 End Date:
[> Leamer Groups Last Enrollment Date: .- Last Drop Date:
3 Orgam_lzaIIDnS Available Seats: - Available Waitlist: o
[ Leaming Reports B T "
I Financial Reports Language: English Duration: 30 Mins

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

Search for More Learners

Continue Enrollment

Select Learners ini
<Job Title

- Get Up ELM Select Employee ID Name

[ YWorklist Human Resources

[ Tree Manager [ 10000248268 Doris Tolliver Business Calt 0430/2007

> Reporting Tools

[ PeopleToals Selectall [ Clearall Search for More Learners b

— Change by Passwaord
— My Personalizations
— My Systern Profile

Cantinue Enrollment
— My Dictionary -

Bl o
distart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

=
[ & [ ntemet
| @|Ea@E somm

Step

Action

12.

learner for enrollment.

13.

Click the Search for More Learners link.
[Search for More Learmers]
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2 Enroll Learners - Microsoft Internet Explorer —|&] x|
X - Y ST o~ »
J @ Back - () - &"] @ Lh | /‘_) Search 5 Favorkes 4] Rz i - J ﬂ 2 H Fie v
| Address |aéj https:/{devhr . amis.in. gov/pspimup L JEMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER GBL?PORTALPARAM_PTCHAY=LM_CALL_CEMTER_GBLAEOPP,5CHode=E7 | Go H Links >
[ Manager Self Senvice B Mew Window | Help | Custamize Page | &, =
I Enterprise Learning
[ Instructor Tasks .
~ Learmer Tasks Enroll Learners - Find Learners
— Enroll Learners
I Eter Al By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy
Bosters
— Adrninister Prograrm ; - i ;
Rostars Search for an individual to enroll by entering the individual's name in the Learmer field, specify last name first name. Tofind
— Maintain Approvals a group ofindividuals search by the manager, organization, or aroup. Far example, searching by a manager's narme will
Maintaln Approvals
— #dd Supplemental yield alistofall of his or her direct reports.
Learning Activity Name: 10T - Information Resource Use Agreement TraininaType: Computer-Based
[> Mass Enrallments Training
I; g:ﬁg“ﬂz“”“ﬁ Activity Code: |OT_WET_01_2008_New Hire Contact: Lisa Tahor
I Financial Details Price Per Seat: 0.00 UsD Drop Charge: 0.00 USD
> Leaming Resources
[ User Profiles Start Date: 01/28i2009 End Date:
[> Leamer Groups Last Enrollment Date: .- Last Drop Date: -
I Qrganizations Available Seats: Available Waitlist: o
I Leaming Reports . . .
I Financial Reports Language: English Duration; 30 Mins
— Set Learning Environment
— Auto Mark Activity
Completion Learner: Cooris Tolliver Q,  Business Unit: Q
— ¥endor Message
Management Employee ID: @, Job Code Deser: Q o
— Program Status Updates
[» Set Up ELM Manager: @, Position Descr: Q
[-\orklist
[> Tree Manager Learner Group: @, Organization Type: |All hd
> Reporting Tools ; . . i q
. PaopleTonls Hire Date: From: [ organization Name: a
— Change My Password Through: l—
— My Personalizations &
— My Systern Profile -
|- v Dictionary - | gearn | Reset | =
& [T @ e
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @ | (@@ si0arm

Step

Action

14.

Enter search criteria for the second learner to be enrolled into the activity in the Learner
Search Details section.

The search criteria used for the previous learner will still be populated in the

Learner Search Details section!

Be sure to replace all search criteria used for the previous learner with the

search criteria to be used for the next learner.

Step

Action

15.

Click the Search button.
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T Enroll Learners - Microsoft Internet Explarer —|&] x|
| @t - © - 6] (2] (] Psomen Forame @] (302 = - )G B e |
| Address |:éj https:/{devhr . amis.in. gov/pspimup L JEMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER GBL?PORTALPARAM_PTCHAY=LM_CALL_CEMTER_GBLAEOPP,5CHode=E7 | Go Hum >
[ Manager Self Senvice B Mew Window | Help | Custamize Page | &, =
I Enterprise Learning
[ Instructor Tasks
~ Leamer Tasks Enroll Learners - Select Learners
— Enroll Learners
— Administer Acthity By request of Kathy Hicks, ISP Troaper Trainee, ISP - Recruit Acadermy
Bosters
— Adrninister Prograrm : " : " "
Rostars Selectthe learner(s) vou wantto enroll and specify the pavment details. Ifpayment is required and displayed, to splitthe
— Maintain Approvals payment add a row to the Payment Details arid and specify the relative percentages in the Split % field. Selectthe "Enral
Maintaln Approvals
— #dd Supplemental hutton to enroll the leamer(s) in the activity.
Learning Activity Name: 10T - Information Resource Use Agreement TraininaType: Computer-Based
[> Mass Enrallments Trainin
a )
I; g:ﬁg“ﬂz“”“ﬁ Activity Code: |OT_WET_01_2008_New Hire Contact: Lisa Tahor
I Financial Details Price Per Seat: 0.00 UsD Drop Charge: 0.00 USD
> Leaming Resources
[ User Profiles Start Date: 01/28i2009 End Date:
[> Leamer Groups Last Enrollment Date: .- Last Drop Date:
I Qrganizations Available Seats: - Available Waitlist: o
I Leaming Reports . . .
I Financial Reports Language: English Duration; 30 Mins
— Set Learning Environment
— Auto Mark Activity Search for More Learners
o] leti
7%35 ) Continug Enrallment
¥endor Messane
Management
— Program Status Updates Current Learners to Enroll (
[ Set Lp ELM EmpliD Name Llob Title Hire Date |
L~ \norklist . Human Resources
[ Tree Manager 110000248268  Daoris Tolliver Business Csit 04/30/2007 E
> Reporting Tools
> PeopleToals
- change My Password Select Learners First [4] 1 o 1 [M Last
— v Personalizations Select Employee D Name Job Title Hire Date
— My Systern Profile i
= Jefiery violting
| v Dictiona r 10000233636  Jeffery Woltin Program Dir E7 a5/02/2005 LI
& [T 8 @ e
distart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr... | @| (@@ si0aem

Step

Action

16.

Release the mouse button.

17.

learner for enrollment.

18.

Click the Search for More Learners link.
[Search for Mare Learners|
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B Enroll Learner: RS
J@Back -© - ¥ 3 Lh|/‘t)5earch /' Favartes ﬁ}‘ : ;_ - Jd 3 H e 7| AF

| addvess [{€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOPF SCHode=7 | Go HLim >

Microsoft Internet Explorer

ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

rs
= Adimnirister Attivity
Bosters
— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

=l

Mew Window | Help | Customize Page | =1

Enroll Learners - Find Learners
By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy

Search for an individual to enroll by entering the individual's name in the Learmer field, specify last name first name. Tofind
a group ofindividuals search by the manager, organization, or aroup. Far example, searching by a manager's narme will

yield a list of all of his or her direct reports.
Activity Name:

10T - Information Resource Use Agreement TraininaType:

Activity Code:

Price Per Seat: 0.00 USDr

Start Date: 01/28¢2009
Last Enrollment Date: .-
Available Seats: -
Language: English

Learner:

P a—
-
[ =a
Learner Group: I—Q
Hire Date: From: I—EU
Through: l—@

Reset I

Employee ID:

Manager:

Search |

10T_WET_01_2009_New Hire

Contact:
Drop Charge:

End Date:

Last Drop Date:
Available Waitlist:
Duration:

Business Unit: l— Q
Job Code Descr: l— Q
Position Descr: l— Q
QOrganization Type: |All -
Qrganization Name:l— a

Cormputer-Based

Training
Lisa Tabor
0.00 UsD

o

30 Mins

&l

|&
istart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

[ & [ ntemet

| @|QQ@@ 5:10 P

Step

Action

19.

Enter search criteria for the third learner to be enrolled into the activity in the Learner
Search Details section.

The search criteria used for the previous learner will still be populated in the

Learner Search Details section!

Be sure to replace all search criteria used for the previous learner with the

search criteria to be used for the next learner.
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| addvess [{€] hitps: b qmis.in. gorvipspiimup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_CALL_CENTER, GBL7PORTALPARAM_PTCNAY=LM_CALL_CENTER_GBLBEOFP SCHode=7 | Go HLim >

ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks

button to enrall the learner(s) in the activity.
Activity Name:

o paymentadd a row to he Fayment Letails gnd and specity the relalive percentages in the Spiit % field. Select the "Enrall |

10T - Infarmation Resource Use Agreerment TrainingType:

= Learner Tasks

— Enroll Learners Activity Code: IOT_WET_01_2008_MNew Hire
— Adrinister Activity Price Per Seat: 0.00USD
Bosters
- g’é’!‘;‘t‘;‘s‘” Pragrar Start Date: 01/28/2008
— Maintain Approvals Last Enrollment Date:
— &dd Supplemental Available Seats:
Learning Language: English

[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
_ %;Tmlrganegsa & Select Learners
Management Select Employee ID
— Program Status Undates r 10000004518
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary -

Search for Mare Learners

Cantinue Enrollment

Current Learners to Enroll Customize | Find | [

EmpliD Name

110000248269  Daris Tolliver

“Job Title

2100002323636 Jeffery Wolling

Name
Arthur Cunningham

¥ SelectAll

Continue Enrollment

Clear All

Human Resources
Business Csit

Program Dir ET

Customize | Find | View All |
Job Title
Appl Syst AnalystProg Int - 0171314983

Search for More Learners

Contact:
Drop Charge:

End Date:

Last Drop Date:
Available Waitlist:
Duration:

First (4 1.2 o2 (M Last

Hire Date
0413002007 o

0510212005 i

B Fist [0 a D Last
Hire Date

Computer-Based
Training

Lisa Tabar
0.00UsD

30 Mins

&l

|&
Mistart| | (G @ @ [ | [ Inbox-Micresoft Qutiook || &] Enroll Learners - Micr...

1T & @ mtemet

| @|Ea@E sum

Step

Action

20.

learner for enrollment.

Check the checkbox in the Select column of the Select Learners section to select the

Continue searching for and selecting up to 30 (total of 29) learners for group enroliment.
30 or more learners will require the completion of the Mass Enroliment process.

The Approval Required section displays when manager or administrator approval is
needed to enroll in a course and is used to override manager and administrator
approvals. An administrator cannot override payment approvals here. Administrators
can use the roster component to approve payment approval requests.

The Approval Required option displays whether the system requires manager or

administrator approval to enroll in the activity.

Check the Approve Enrollment Now checkbox to override manager and

administrator approvals for all selected learners.

The Reserved Seats Allowed section displays if reserved seats were defined for the
activity on the Activity Details page and is used to allow selected learners to use
reserved seats as needed. Once a reserved seat is filled, the seat does not revert to
reserved status if a learner drops the activity.
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The Reserved Seats Available option displays the number of available reserved
seats.

Enter the number of seats to use in the Use Reserved Seats field for selected learners
to be enrolled into a reserved seat.

Step

Action

21.

When finished selecting learners, click the Continue Enrollment button.
Cantinue Enrollment

2 Enroll Learners - Micrasoft Internet Explorer —|&] x|
3 = Ty T~ »
J @Back Q- \ﬂ @ ;h | /.)Search .7 Faverkes {‘}‘ R T J ﬁ 3 H Fie | I

| address [€] https:/idevhr i in.govipspjlmup LJEMPLOYEE(ELMjc/LM_ADMINISTRATIVE LM_CALL_CENTER GBLPPORTALPARAM_PTCNAV=LM_CALL_CENTER_GBLAEORP.5CHode=E ] [£] Go Hum >

ORACLE’

[ Manager Self Senvice B Mew Window | Help | Custamize Pane | & =
- Enterprise Learning
[ Instructor Tasks

= Leamer Tasks Enroll Learners - Payment Details
— Enroll Learners
— Administer Activity
Rosters By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy
— Adrninister Prograrm
Rosters Selectthe pavmentyou wantto enroll and specify the payment details. For chargeback, if split payment
— Maintain Approvals is required, add a rowta the payment scroll and specify the relative percentages in the split% field
— Add Supplemental Selectthe "Submit Enrollment" buttan to enroll the learner(s) in the activity.
Learning
[ Mass Enrallments ’—I
[» Motifications SuhmH(ERrollment Return Ta Previous Page
[ Catalog

[» Financial Details
[> Leaming Resources

> User Profiles N . . o

[ Learner Groups Price Per Seat: 0.00 USD Training Units: 0.000
[> Organizations Drop Charge: ,—nnn Drop Units: o
1> Leaming Repats rop Charge: usD rop Units:

> Financial Reports

— Set Learning Environment
— Auto Mark Activity

Completion Please enter your Chargeback infarmation in the fields below.
— ¥endor Message Chargebacks

Management b
— Brogram Status Updates *Account: Q Split Delele
[ Set Up ELM
s Wurk\?st Alternate Account: Q
- Tree Manager Operating Unit: Q

- Reporting Tools

[ PropleTonls Fund Code: Q
— Change My Password

— My Personalizations Program Code: Q
- My Svstem Profile Class Field: Q

- My Dictionan - | . —a <

[T T B [ meme

&
#start J B8 0L J [+ Inbox - Microsoft Outlook || €1 Enroll Learners - Micr... J @| B 511 pm

Step

Action

22.

Confirm and/or change activity fees information as required in the Fees Information
section.

The Fees Information fees and drop charges for an activity default from the
Activity Details page. The section is used to modify activity fees and drop charges
for each learner.

Fees Information fields include:

Revised 1/2013

166 |[Page




Training Guide

Price Per Seat - A price for the activity.

Drop Charge - A drop charge for the activity.
Training Units - The number of training units to be changed to each learner for the

activity.

Drop Units - The number of training units to be charged back to each learner when

the activity is dropped.

Step

Action

23.

Confirm and/or change activity chargeback information as required in the Enter Charge
Back Information - Chargebacks section.

The Enter Charge Back Information section is used to enter chargeback account
information. The ChartField values appear by default from the general ledger
business unit that is mapped to the PeopleSoft HR business unit the requester belongs

to.

Revised 1/2013

eaack - J - \ﬂ \g -_h|/j]SEaF(h ‘\i&(fFavuntes e}‘ = - :_\; v - _J ﬂ 3

Address [{@] htps:jdevhr. amis in. govfpspfmup LJEMPLOYEE [ELM/c/LM_ADMINISTRATIVE.LM_CALL_CENTER, GELTPORTALPARAM_PTCHAN=LM_CALL_CENTER_GELSEQPP 5Chode=¢ 7] [ 50 Hunks >

ORACLE’
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-~ Enterprise Learning
I Instructor Tasks
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 Leamer Tasks
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Rosters
— Administer Program Drop Charge: 0.00/ UsD
Bosters

— Maintain Approvals
— Add Supplermental

I Gatalog “Account: Q
[> Financial Details
I Leamning Resources Atternate Account: Q
[ User Profiles i it
b Lo s Operating Unit: Q
I Organizations Fund Code: Q
> Leaming Reports
i [ — Program Code: Q
— Set Learning Environment Class Field: Q
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Cormpletion Department; Q
~ Vendor Message Budget Reference: I—Q
Managernent
- Program Status Updates Product: Q
[- Set Up ELM N
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[~ Change Wy Password
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— My Swstern Profile -
— My Dictionary -
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Step

Action

24.

Click the Submit Enrollment button.
Submit Enrollment

/3 Enroll Learners - Microsoft Internet Explorer
g3

Oﬁatk - Q) - ﬂ ﬁ ;] | /-‘-SEamh \;E’Favur\tes {4}‘ g o -

IS

»
H File | w
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> Manager Self Service
= Enterprise Learning
[ Instructor Tasks
 Learner Tasks

Enroll Learners - Enroliment Confirmation

— Enroll Learners

— Administer Activity
Bosters

— Administer Program
Bosters

— Maintain Approvals

— Add Sunplemental

activity or find a new requester, selectthe links atthe hottom of the page

By request of Kathy Hicks, ISP Trooper Trainee, ISP - Recruit Acadermy

For successiul enroliments, each individual's Learning Plans is updated. To enrall new learners in an activity, find a new

Mew Window | Help | Customize Page | & ]

I* Financial Reports
— BetLearning Environment
= AUt Mark Activity
Camnletion
— ¥endor Messacge
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
[ Tree Manager

Price Per Seat: usb

Drop Charge: UsD Drop Units:

Employee ID Name Job Title

Learninig Activity Name: 10T - Information Resource Use Agreement TrainingType: Computer-Based

> Mass Enrollments Training

l; go;mlcatmns Activity Code: 10T_WBT_01_2009_Mew Hire Contact: Lisa Tabor
atalog . "

I Financial Detalls Price Per Seat: 0.00UsD Drop Charge: 0.00UsSD

[> Leaming Resources

I UsErF‘r?ﬂ\es Start Date: 01/28/2009 End Date:

[: Leamer Groups Last Enrollment Date: .. Last Drop Date:

[» Organizations Available Seats: Available Waitlist: i}

[ Leaming Reports Language: English Duration: 30 Mins

Training Units:

Enrollment Successful

Hire Date  Confirmation Status

Human
> Reporting Tool
DF’:S;IE"?UDO\SUDS 10000249269 Dorig Tolliver Resources 04/302007 260939 Enrolled
- Chanoe My Password Business Csit
B 10000233636 Jefleryiwalting o9 O gsmziz0ns 268940 Enralled  Alers
- My Swstern Profile - E7
— My Dictionary - P Appl Syst LI
& [T (8 @ e

Alerts
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Step

Action

25.

Enrollment Successful.

Note that the section at the bottom of the page containing the learner's information is titled

1. The Enrollment Successful section displays all learners for whom enrollment is
successful. Successful enrollments include learners with enrolled, waitlisted,
pending payment, or pending approval statuses.

Columns to note within the Enrollment Successful section include:

Confirmation - Displays the confirmation number for the learner. The system uses
this number to track the enrollment history and to determine the learner's priority in a

user waitlist.

Status - Displays the enrollment status for each learner.

2. The Enrollment Unsuccessful section displays all learners for whom enrollment
was unsuccessful. Click the Alerts link for each learner to see the error conditions
that cause the enrollment to fail. To override conditions that are preventing
enrollment or registration, select the checkbox for the learner and click the Submit
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button on this page so the system will ignore the condition preventing enrollment.

Administrators CANNOT override unsuccessful enrollments when:

- an activity and its waitlist are full
- a duplicate enrollment is detected

Columns to note within the Enrollment Unsuccessful section include:

Alerts - Accesses the Alert Details page to view the condition preventing enrollment

for a learner.

Step

Action

26.

view the condition preventing enrollment for a learner.

Click any Alerts links appearing in the Alerts column to access the Alert Details page and

/i Enroll Learners - Microsoft Internet Explorer

JSEIES|
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> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
 Leamer Tasks

Alert Details
, Program Dir E7, SPD-OrgDev

— Enroll Learners
— Administer Activity
Rosters
— Administer Program
Bosters
— Maintain Approvals
— Add Supplermental
Learning
[> Mass Enroliments
[» Motifications
I» Catalog
[> Financial Details
[ Leaming Resources
[> User Profiles
> Learner Groups
> Organizations
> Leaming Reports
[I» Financial Reparts
— SetLearning Erironment
= Auto Mark Activity
Cornpletion
- Vendor Messade
Management

Activity Name: 10T - Information Resource Use Agreement TrainingType:

Activity Code:
Price Per Seat:

Contact:
Drop Charge:

10T_WET_01_2008_New Hire
0.00 UsD

End Date:
Last Drop Date:

Start Date: 01/28/2009
Last Enrollment Date:
Available Seats:

Language: Duration:

English

Jeffery Wolting has already completed this activity on 8 May 2006,

Return to Previous Page

— Program Status Updates
[- Set Up ELM
[ Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Swstern Profile
|- My Dictionan =l

Available Waitlist:

Mew Window | Help | Custarnize Page | 15,

Computer-Based
Training

Lisa Tabor
0.00UsD

o
30 Mins

=

€1
distart| | (G @ @ | [ Inbox-Microsoh outiook || &7 Enroll Learners - Micr...

T
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Step

Action

27.

to Previous Page link.
[Feturn to Previous Page]

Upon reviewing any enrollment alerts to determine the appropriate action, click the Return
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> Manager Self Service il
[~ Enterprise Learning Activity Name: 10T - Information Resaurce Use Agreerment TrainingType: Computer-Based
I» Instructor Tasks Training
~ Learner Tasks Activity Code: 10T_WBT_01_2008_Mew Hirs Contact: Lisa Tabor
= el LEERERS Price Per Seat: 0.00 USD Drop Charge: 0.00USD

— Adrinister Activity
Bosters

— mdminister Prograrm Start Date: 01/26/2009 End Date:
Rostars Last Enroliment Date: - Last Drop Date: -
— Maintain Appravals Available Seats: - Available Waitlist: 1}
— Add Supplemental Language: English Duration: 30 Mins
Learning
[> Mass Enrallments
[> Notifications
[> Catalog Price Per Seat: usD Training Units:
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups Enroliment Successful
[> Organizations Employee ID Name Job Title Hire Date  Confirmation Status Alerts
I Leaming Reports —
I» Financial Reports "
1 10000248268 Dotis Tolliver Resources  04/30/2007 288838 Enrolled

— Set Learning Environment Business Csit
— Auto Mark Activity

Completion 10000233636 Jetiarywoiting P93 MO psmai0ns 288840 Enrolled  Aleds
~ Vandor Message E7

Management Ahur Apnl Byst

Drop Charge: uUsD Drop Units:

— Program Status Undates 10000004518 AnalystProg  01/1311883 268941 Enralled Alerts
> et Up ELM Sunningham

[-\orklist
- Tree Manager Enrall Mew Learners Go To Activity Roster Search far Leaming Find Mew Reguester
> Reporting Tools

> PeopleToals

— Change by Passwaord
— My Personalizations
— My Systern Profile -
|- My Dictionary - =l

& [T @ e
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Step Action

28. To correct learner enrollments based on alert information, click the Go To Activity Roster
link to utilize the activity roster for corrections.
[Go To Activity Roster|

29. Congratulations! You have successfully enrolled multiple (a group of less than 30) learners

into an activity.
End of Procedure.

How to Administer Activity Rosters

Administrators can use the Administer Activity Roster component to search for and access any activity
roster within their learning environments. Using the rosters, they can approve enroliment requests,
manage waitlists, drop learners, and update payment details on a learner’s enrollment record. Tasks that
are performed by changing a learner’s enrollment status, such as dropping a learner or approving
enrollment depend on the learner’s current enrollment status and the permission lists that are assigned to
the administrator. Administrators can update the registration status of an individual learner or use a group
action to update multiple learners simultaneously. They can also use the group action feature to send ad
hoc email notifications to learners.

The Administer Activity Roster component can also be used to view and update learners’ grades,
attendance, and scores. These tasks are discussed in the Instructor Tasks section of this guide.

This lesson will teach administrators how to search for and access activity rosters to updates a learner's
activity status.
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Personalize Content | Layout

[ My Favarites

[ Self Service

[ Manager Self Service
I Enterprise Learning
[ Set Up ELM

[ Wiarklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Change Wy Password
— hiv Personalizations:
— hiv Systern Profile

— Wiy Dictionary

]

|&
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Step

Action

Click the Enterprise Learning link.
i Enterprise Learning]
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[» Mass Enrallments
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I Catalog
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I» Leaming Resources
[» User Profiles
> Leamer Groups
I» Organizations
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— Set Learning Environment
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Completion
— ¥endor Message
Management
— Program Status Updates
[- Set Up ELM
[ Warklist
> Tree Manager
> Repaorting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Swstern Profile
— My Dictionary

ﬁ Enterprise Learning

iz el maintain the learming catslog, learning resources and user profiles, View and maintain nrollment recarde, and mark grades and attendance.

E Set Learning Emvironment
Set yaur currert Learning Environmert

E Program Status Updates
Process pragram completions and
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ﬁ Learner Tasks
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envallmert, approvals, supplements! learming,
and learning requests. Manage activity and
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ElEnroll Learners
=] Achminister Activity Rosters
= Administer Program Rosters

2Mare..

ﬁ Catalog
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ﬁ Instructor Tasks
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=l wiew Schedule
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ﬁ] Notifications
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4 More..
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Elinternal Learners:

ﬁLeﬂr g Resources
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incluging equipment, materials, facilties, and
seasion templates
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Elsession Templates
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Step

Action

Click the Learner Tasks link.

earner Tasks

Click the Administer Activity Rosters link.
E(Iminimm Activity Rosters]|

2 Administer Activity Rosters - Microsoft Internet Explorer |8 x|
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Mew Window | Help | Custamize Page | &, =

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

Administer Activity Roster

— Adrninister Prograrm Title:
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments

Activity Code:
Type:
Confirmation ID:

:; g:?aﬂlcnagtmns Instructor: I—Q
[> Financial Details Learner: l—q
> Leaming Resources

> Uger Profiles Employee ID: Q

> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations ‘
— My Systern Profile
|~ My Diclionary -
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Language Code:
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Location:

Start Date:

[
[

From:

To:

Search Reset

The search returned no results. Refine your search criteria.

=
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Step

Action

Enter search criteria for the activity roster to be reviewed and/or updated.

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:

Enter specific search information into one of the search option fields. When
available, the drop-down menu button options, magnifying glass button, and the
calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.
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Step Action

5. Click the Look Up button.
Look Lip
6. Select the correct activity code from the list of values.

0T WET 01 2009 Mew Hirg|

7. Click the Search button.
Search

E;) The differences in search options on the Administer Activity Roster - Search for
' Activities page are:

* To view the entire list of learners for one activity, search using the Title or
Activity Code fields.

» To view the entire list of activities assigned to one learner, search using the
Learner or Employee ID fields.

Step Action

8. Click the Roster button to the right of the activity to be reviewed/updated listed in the
Title column of the Learning Activities section.

Roster
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> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

nroll Learners

Activity Roster

Activity Name: 10T - Information Regource Use Agreement TrainingType:

Home

Mew Window | Help | Customize Page

Computer-Based Training

> Leaming Resources

— Adrninister Prograrn Activity Code: 10T_WBT_01_2009_Mew Hire Contact: Liza Tabor
Rasters
— Maintain Appravals Start Date: 01/28/2008 End Date:
- A?EF;““ Supplemental Last Enrollment Date: .. Last Drop Date: -
Leaming Available Seats: Available Waitlist: 0
[ Mass Enrollments
I Motifications Language: English Duration: 30 Ming
> Catalog
[ Financial Details Save Previous | Mesxt | Return To Search Page

[> User Profiles

> Leamer Groups

[ Qrganizations

I Leaming Reports

I» Financial Reports

— SetLearning Environment

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations

Enrollment Status | Grades and Attendance | Learner Details | View All

Name Emplovee ID Conf # 'New Status

S
I~ JohnHoman 10000254451 222745 Enrolled Select A

- 1y Svstern Profile e % 10000260958 222754 ::”r'u W ECT -
— My Dictionary - e 4
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Step

Action

list.

The list is in the Activity Roster section of the page.

The system defaults to display the Activity Roster - Enrollment Status search results in a

The Activity Roster section list may return more learners than can be viewed on one
page. Use the Next link in the upper-right-hand corner of the Activity Roster section

to move through the list of learners.

Step

Action

10.

ahn Homan

Click a learner's name link in the Name column to access the User Profile page.
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> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks
— Enroll Learners

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
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(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
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Activity Roster

Mew Window | Help | Custormi Processing

User Profile
? John Homan

Security Information

Status: )

his page contains both secure and nonsecure
Joh Title: iterms.
Organization: Do you want to display the nonsecure items?
Relationship:
Learning Environment: Yes Mo

T T
Address: 1185 Freemont Lane,Greenwood,IMN, 46143 USA
Email Address: jhoman@spd.in.gov

Phoi

317/233-0234
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Step

Action

11.

If a Security Information warning is received, click the Yes button.
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> Manager Self Service
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— Enroll Learners
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Learning
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Activity Roster

Mews Window | Help | Gustomize Page |

User Profile
@John Homan

Status: Active

Job Title: Appl Syst AnalystiPrag Int

Organization: SPD - Computer Swes Sect

Relationship:

Learning Environment:  Core Leaming Activities

Manager: Dwight Dorsey

Address: 1185 Freemont Lane,Greenwood, N, 46143 USA

Email Address: jhoman@spd.in.gov

Phone: 317/233-0234

Return to Previous Page

|~ My Dictionary -
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Step

Action

12.

After reviewing the user profile information, click the Return to Previous Page link.
[Return to Previous Pade|

The User Profile displays high-level job and contact information about the learner.

This information may be useful to confirm a learner's job title if catalog

administrator approval is needed for training specific to a job title or employment
level (such as supervisor or manager only).

2 Administer Activity Rosters - Microsoft Internet Explorer

[Qe- Q- ¥ &

R

/':)Search \‘.".\\'(‘Favumtes {‘3‘ = ; o J ﬂ 3

H Fle 7

2,
i

| ackess [{€] hitps: by qmis.in.govipspiimup 1 /EMPLOYEE fELM/EjLIM_ACMINISTRATIVE, LM _ROSTER, GBLEFoldarPath—PORTAL RODT_DBIECT.CO_ENTERPRISE_LEARNING.LM 10| Go HLims >

ORACLE’

> Manager Self Service
- Enterprise Learning
[ Instructor Tasks
= Learer Tasks
— Enroll Learners

— Adrninister Prograrm
Rosters
— Maintain Approvals
— Add Supplemental
Learning

[> Mass Enrallments

[> Notifications

> Catalog

[» Financial Details

> Leaming Resources

[» User Profiles

[» Leamer Groups

[ Qrganizations

[ Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates
(- Set Up ELM
[ Worklist
[ Tree Manager
> Reporting Tools
- PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

2l Activity Roster

Activity Name:
Activity Code:

Start Date:

Available Seats:
Language:

10T - Information Resaurce Use Agreerment TrainingType:

10T_WBT_01_2009_New Hire

01/28/2008

Last Enrollment Date: .

English

Contact:

End Date:

Last Drop Date:
Available Waitlist:
Duration:

Computer-Based Training

Lisa Tabar

[t}

30 Mins

Save

Frevious | Mext | Return To Search Page

Activity Roster \ Acti

To show or change the selected filter options click on Search Options

ivity Component

Brandon
O Waidlich
- Jannifer
Upshaw

Name Employee ID Conf #

10000260958 222754 -

Progress Belect :Iv
10000260974 222757 Completed | Select i
= [™ Allana Blurme 10000260972 222758 Completed | Select .. A

Current
Status

[~ John Homan 10000254451 222744 Enrolled Select .. =

‘New Status

Status | Grades and Attendance | Learner Details | View Al

‘Waitlist
Priority

1-1507209 rows  Dhest
Tl

Details
Details
Details
Details

&l

]
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[T [ [ memet

| Bl B E 2a5em

Step

Action

13.

USErs).
0025

The Employee ID column display's each learner's PeopleSoft HR Employee ID number
(this number may also be referenced as the PeopleSoft ID number or User ID by system
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ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Adrninister Prograrm

Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

2l Activity Roster

Activity Name: 10T - Information Resaurce Use Agreerment TrainingType: Computer-Based Training
Activity Code: 10T_WBT_01_2009_New Hire Contact: Lisa Tahor

Start Date: 01/26/2009 End Date: -

Last Enrollment Date: Last Drop Date: -

Available Seats: Available Waitlist: 1}

Language: English Duration: 30 Mins

[SEET Previous | Mext | Retum To Search Page

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

E Status | Grades and Attendance | Learner Details | View Al

Employee ID Con New Status

[~ John Homan 10000254451 222744 Enrolled

Brandon In- =
T S 10000280958 222764 [ [Relect .
[ dannifer 10000260874 222757 Corpleted [Select -
Upshaw

[™ Allana Blurme 10000260972 222758 Completed | Select .. A

Select .. =

Details
Details
Details
Details

&l

|&
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Step

Action

14.

p2274

The Conf # column displays the enrollment confirmation number for the learner. This
number was assigned by the system during the enroliment process.

15.

Erirall

The Current Status column displays a learner's current enrollment status for the activity.
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2 Administer Activity Rosters - Microsoft Internet Explorer —|&] x|
> ~ Ty S L~ »|
J eBack = d = \ﬂ \ELI J\ | /_)Search 5.7 Favorkes {&3‘ c i - J ﬂ ﬁ H File w
| Address |§'] https:/{devhr.amis.in. gov/pspimup L JEMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_ROSTER. GBL?FolderPath—PORTAL_ROOT_OBJECT.CO_ENTERPRISE_LEARNING.LH_Mi™ | Go HLin)s >
[ Manager Self Servica =l ACtiVity Roster =l
I Enterprise Learning
[> Instructor Tasks i . " . .
< Leamer Tasks AclrvrtyName. 10T - Information Resaurce Use Agreerment TrainingType: Computer-Based Training
— Enroll Learners Activity Code: 1OT_WBT_01_2009_New Hire Contact: Lisa Tahor
Start Date: 01/26/2009 End Date:
Adrninister Prograrm Last Enrollment Date: Last Drop Date: .
aﬂ_ﬁtm N ‘ Available Seats: Available Waitlist: 0
— Maintain Approvals . .
_ add Supplemental Language: English Duration: 30 Mins
Learning
[ Mass Enrollments Save Previous | Mext | Retum To Search Page
[> Notifications
> Catalog
I Financigl Details To show or change the selected filter options click on Search Options
> Leaming Resources
[> User Profiles
I Leamer Groups Activity Roster \ Activity Component
[ Qrganizations
b Leaming Reports E Status | Grades and Attendance | Learner Details | View Al
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— Vendor Messane 1-1507208 rows  Mext
Manznement ]
— Program Status Updates it
[> Set Up ELM Name Employee ID Conf # g:{l':;“ New Status Wm—?:rl!s‘
[-\orklist
[ Tree Manager [~ John Homan 10000254451 222744 Enrolled Select .. = Details
> Reporting Tools .
> PeopleTools o Qranden ooonzenase 122754 ::”mmss Select . - Details
— Change by Passwaord
My Personalizations [ dannifer 10000260974 222757 Completed [ Select - Details
— My Systern Profile - \oshaw
|- My Dictionary - [™ Allana Blurme 10000260972 222758 Completed | Select .. A Details LI
& B |
istart| | (3 @ © | [ Inbox-Microsoft Outiook |[ &) Administer Activity R... | BlAL B E 25em

Step

Action

16.

Dropped for learner's to be removed from an activity.

Click the New Status drop-down menu button to change an individual learner’s status to

Multiple learners may be selected to perform a single action by checking the

checkboxes of the left of learner’s names in the Name

change an activity status for multiple learners to the same status at the same time,

check the checkbox for each learner whose status is to

column. For example, to

be changed.

After checking the checkboxes of the individual learners to process an action for
multiple learners, locate the Group Actions drop-down menu button to select the
action to be processed from the list of values (Group Action lists are often located at
the bottom of the page). Then, click the Go button to complete the process.
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osoft Internet Explorer
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ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Enroll Learners

drninister Prograrn
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

2l Activity Roster

Activity Name:
Activity Code:

10T - Information Resaurce Use Agreerment TrainingType:

Computer-Based Training
Lisa Tabor

1OT_WBT_01_2008_Mew Hire Contact:

End Date: -
Last Drop Date: -
Available Waitlist: o
Duration: 30 Mins

Start Date: 01/28/2008
Last Enrollment Date: .
Available Seats: -
Language: English

& save Previous | Mext | ReturnToSearch Pame

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

E Status | Grades and Attendance | Learner Details | View Al

1-1507209 rows  Dhest

Name Employee ID C:

Detalls
Details
Details

John Homan 10000254457 222745 Enrolled

10000260958 222754 In-
Progress

Select.. =
10000260974 222757 Completed | Select i

Jannifer
Upshaw

-
-
-
-

Allana Blume 10000280972 222758 Completed | Select .. A

Details

&l

|&

distart| | & ©
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Step

Action

17.

The Waitlist Priority column displays a learner's waitlist priority number, if any.
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| tinks >

ORACLE’

- Manager Self Service
- Enterprise Learning
[ Instructor Tasks
= Learer Tasks

— Enroll Learners

drninister Prograrn

Rosters
— Maintain Approvals
— Add Supplemental
Learning
[ Mass Enrallments
[» Motifications
[ Catalog
[» Financial Details
[> Leaming Resources
[> User Profiles
[ Learner Groups
[> Organizations
I» Learning Reports
> Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
[ Set Up ELM
[ Worklist
> Tree Manager
- Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Systern Profile
— My Diclionany

2l Activity Roster

Activity Name: 10T - Information Resoutce Use Agreement TrainingType: Computer-Based Training
Activity Code: 10T_WET_01_2009_New Hire Contact: Lisa Tahor

Start Date: 01/28/2009 End Date: -

Last Enrollment Date: .. Last Drop Date: -

Available Seats: - Available Waitlist: 0

Language: English Duration: 30 Mins

[SER Previous | Mext | Retum To Search Pae

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

Status | Grades and Attendance | Learrer Detalls | View Al

1-1507209 rows  hest

Name Employee ID Con ‘New Status
I~ JohnHoman 10000254451 222745 Enrolled Details
Brandon In- l—;l
[ Waidlich 10000260958 222754 Progress Belect Details
Jannifer l—;l
r WFErER 10000260974 222757 Completed | Select Cetails
= [T Allana Blume 10000260972 222758 Completed | Select .. B Details

[l

&l
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Step

Action

18.

Details

Click the Details button to access the Learner Roster page.

Rosters - Microsoft Internet Explorer

Q-0 @

S

/O Search *Favumtes (%)

2 Jd 3

H Fle 7
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i

| address [€] https:/jdevhr i in.govipspjlmup LJEMPLOYEE(ELMJc/LM_ADMINISTRATIVE LM_ROSTER. GBL?FolderPath—PORTAL_ROOT_OBJECT.CO_ENTERPRISE_LEARNING.LM_Mi ] [£] Go

ks >

ORACLE’

- Manager Self Service
- Enterprise Learning
[ Instructor Tasks
= Learer Tasks

— Enroll Learners

— Adrninister Prograrm
Rosters
— Maintain Approvals
— Add Supplemental
Learning

[ Mass Enrallments

[» Motifications

[ Catalog

[» Financial Details

[> Leaming Resources

[> User Profiles

[ Learner Groups

[> Organizations

I» Learning Reports

> Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

[ Set Up ELM

[ Worklist

> Tree Manager

- Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

— My Systern Profile

— My Diclionany

=l

Home:

Mew Window | Help | Customize Page

Learner Roster
John Homan, Appl Syst AnalystProg Int, SPD - Computer Sves Sect

Activity Name:
Activity Code:

10T - Information Resource Use Agreement Training Type:
IOT_YWBT_01_2009_Mew Hire Contact:

Computer-Based Training
Lisa Tabor

Enroliment Status: Enrolled
Start Date: 01/28/2008
Last Enrollment Date: ..

Confirmation Number: 222745
End Date: -
Last Drop Date: -
Duration: 30 Mins

B save  # EditPayment

Return To Previous Pade

Completion Details
Enrollment Status Passing Status ‘Grade

Enralled Pending Mot Graded -

Activity Components

Status.

Name Type Attendance ‘Grade

Score o )sletlon

Statu:

L Unknown A Mot Grade *|  Pending b0mi
based

Atternpted

[T IRUAT Module

Selectall [0 clearal

reen —|

[l

&l
#start! J 2806 J |+~ Inbox - Microsoft Outiook _ || &1 Administer Activity R...

[T [ [ memet

| B2 2msem

Step

Action

19.

The page is identical to the page used by instructors.

The Learner Roster page can be used to enter learner attendance statuses, completion
statuses, grades, and scores, for all learning components within an activity.
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ORACLE’

> Manager Self Service il
I Enterprise Learning

[ Instructor Tasks

= Learner Tasks

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

Mew Window | Help | Customize Page | =1

Learner Roster
John Homan, Appl Syst AnalystProg Int, SPD - Computer Sves Sect

Activity Name: 10T - Information Resaurce Use Adreement TrainingType: Computer-Based Training
Activity Code: IOT_WBT_01_2009_MNew Hire Contact: Lisa Tabor
Enroliment Status: Enrolled Confirmation Number: 222745
Start Date: 0142812008 End Date: -
Last Enrolliment Date: .. Last Drop Date: -
Duration: 30 Mins

Esave  # EditPayment

Return To Previous Page

Completion Details

Enrol nt Status P () Status "Grade
Enralled Pending Mot Graded -

Activity Components

. Py Passing Completion
Name Type Attendance Grade Status Score Status
bar, [ =] [Wrsees] renonn [~ 1
[T IRUAT Module i Unknown Mot Grade Pending Atternpted
Selectal [ clearal

&l

|&
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Step

Action

20.

INntGraded

|

Click the Grade drop-down menu option to change the activity grade.

The Completion Details section of the Learner Roster shows the learner(s) Enrollment
Status and Passing Status for an activity.
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ORACLE’

> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

nroll Learners

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord

Enrolliment Status: Enrolled
Start Date: 01/28/2008
Last Enrolliment Date: ..

Confirmation Number: 222745
End Date: -
Last Drop Date:

Duration: 30 Ming

B save  # EditPayment

Return To Previous Page

Completion Details

Enrollment Status

Enralled Pending

Passing Status

‘Grade

Mot Graded =2

[Activity Components

Status

Name Tvpe "Attendance

Web-

[¥ IRUAT Module o

Selectall [ Clear Al

‘Set Attendance to:

"Set Grade to:

Passing Score Completion

“Grade Status Status

Unknown  »| |MotGrade x| Pending zlttaémmed

Select.. B EI
Select.. =] co|

— My Personalizations
— My Systern Profile -
|~ My Diclionary -

& save  # EditPavment

Beturn To Previous Page

|&
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Action

21.

needed.

Roster page.

The Status tab in the Activity Components section provides fields for updating the
learner(s) attendance, grade, passing status, and score for each learning component.

Click the Attendance and Grade drop-down menu buttons to change learner status as

These fields are the same as those on the Component Roster section on the Component
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ORACLE’

> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Enroll Learners

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord

Enrolliment Status:
Start Date:
Last Enrolliment Date: ..

Enrolled
01/28/2008

Confirmation Number:
End Date:

Last Drop Date:
Duration:

222745

30 Ming

& save

# Edit Payment

Return To Previous Page

Completion Details

Enrollment Status
Enrolled

[Activity Components

Passing Status
Pending

‘Grade

Mot Graded =2

Status

Name Tvpe

Web-

[¥ IRUAT Module o

Selectall [ Clear Al

‘Set Attendance to:

"Set Grade to:

Passing Score Completion
Status T Status

Unknown B Mot Grade *| Pending Mot

Attemnpted

"Attendance ‘Grade

Select.. B EI
Select.. =] co|

— My Personalizations
— My Systern Profile -
|~ My Diclionary -

# Edit Payment

& save

Beturn To Previous Page
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Action

22.

by,

Multiple component's may be selected to perform a single action by:

- checking the checkboxes of the left of each activity component in the Name column or

- checking the Select All checkbox located under the Status tab (to clear all activity
component selections, check the Clear All checkbox).

| # selectan [ clearal
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ORACLE’

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord

Enrolliment Status: Enrolled
01/28/2008

Start Date:
Last Enrolliment Date: ..

RPERFIN =l
Confirmation Number: 222745

End Date: -

Last Drop Date: -

Duration: 30 Ming

B save  # EditPayment

Return To Previous Page

Completion Details

Enrol it Status

Enrolled

[Activity Components

Status

P
Pending

‘Grade

Mot Graded =2

Name Tvpe

[¥ IRUAT Module

Selectall [ Clear Al

‘Set Attendance to:

"Set Grade to:

Web-
hased

"Attendance ‘Grade

Select.. B EI
Select.. =] co|

Passing Score Completion
Status T Status

Unknown  »| |MotGrade x| Pending zlttaémmed

— My Personalizations
— My Systern Profile
|~ My Diclionary

& save  # EditPavment

Beturn To Previous Page
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23.

|Eelect...

=

Click the Set Attendance to drop-down menu button in the For Selected Components box
to change the attendance status for all learners enrolled into an activity component.
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> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord

i

Enrolliment Status:
Start Date:

Enrolled
01/28/2008
Last Enrolliment Date: ..

Confirmation Number: 222745

End Date: -
Last Drop Date: -
Duration:

30 Ming

B save  # EditPayment

Return To Previous Page

Completion Details

Enrol it Status

Enrolled

P
Pending

‘Grade

Mot Graded =2

[Activity Components
Status

Name Tvpe

Web-

[¥ IRUAT Module o

Selectall [ Clear Al

‘Set Attendance to:

"Set Grade to:

"Attendance

‘Grade

Passing Score Completion
Status

Status

Unknown  »| |MotGrade x| Pending zlttaémmed

Select.. x| Go
Atended

Did Mot Attend
Late

— My Personalizations
— My Systern Profile
|~ My Diclionary

& save  # EditPavment

Unknown

Beturn To Previous Page

&l

|&
istart| | (G @ @ [ | [ Inbox-Micresoft Outiook || ] Administer Activity R...

[ [ |4 ntemet

|ElAL B E znem

Step

Action

24,

Ga

Click the Go button to the right of the Set Attendance to field to capture attendance status
changes for selected activity component learners.
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> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks
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Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord

Enrolliment Status: Enrolled
01/28/2008

Start Date:
Last Enrolliment Date: ..

RPERFIN =l
Confirmation Number: 222745

End Date: -

Last Drop Date: -

Duration: 30 Ming

B save  # EditPayment

Return To Previous Page

Completion Details

Enrol it Status

Enrolled

[Activity Components

Status

P
Pending

‘Grade

Mot Graded =2

Name Tvpe

[¥ IRUAT Module

Selectall [ Clear Al

‘Set Attendance to:

"Set Grade to:

Web-
hased

"Attendance ‘Grade

Select.. B EI
Select.. =] co|

Passing Score Completion
Status T Status

Unknown  »| |MotGrade x| Pending zlttaémmed

— My Personalizations
— My Systern Profile
|~ My Diclionary
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Action

25.

|Eelect...

=

Click the Set Grade to drop-down menu button in the For Selected Components box to
change the grade status for all learners enrolled into an activity component.
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[~ Enterprise Learning Enroliment Status: Enralled
b Instrucior Tasks Start Date: 01i28/2008

= Learner Tasks

— Enroll Leatners Last Enroliment Date: .-

JU— RPERFIN B
Confirmation Number: 222745

End Date: -

Last Drop Date: -

Duration: 30 Ming

— Administer Prograrn & save L Edit Payrment

Rosters

Return To Previous Page

— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments

[> Notifications Enrollment Status Passing Status
b Eeiizlag Enralled Pending

[» Financial Details

> Leaming Resources
[> User Profiles

> Leamer Groups

[Activity Components

Status

Completion Details

‘Grade

Mot Graded =2

[ Qrganizations

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

Name Tvpe "Attendance ‘Grade

[¥ IRUAT Module

Selectall [ Clear Al

e, [ = o] o
o Unknown Mot Grade Pending Atternpted

Passing Score Completion
Status Status

[+ Set Up ELM "Set Attendance to: Select.. x| Go
[-\orklist
[ Tree Manager "Set Grade to: gelect.. ~| Go
> Reporting Tools Fail
> PeopleToals Mot Graded
— Change by Passwaord Pass
— Mty .
My Personalizations Elsae # EditPayment ik

— My Systern Profile -

Beturn To Previous Page
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Action

26.

for selected activity component learners.
E]u]

Click the Go button to the right of the Set Grade to field to capture grade status changes
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Rosters

Learning

[> Notifications
> Catalog

[> User Profiles

Completion
Management

(> Set Up ELM
[-\orklist

[ Tree Manager
> Reporting Tools
> PeopleToals

> Manager Self Service il

— Maintain Appravals
— Add Supplemental

[> Mass Enrallments

[» Financial Details
> Leaming Resources

I» Financial Reports
— Set Learning Environment
— Auto Mark Activity
— ¥endor Message

— Program Status Updates

— Change by Passwaord

LE

[~ Enterprise Learning Enroliment Status: Enralled Confirmation Number: 2322745
5 :_”:a"r;zr”_’rlsgﬁ Start Date: 01/28/2008 End Date: -
Last Enrolliment Date: .. Last Drop Date: -
Duration: 30 Ming
— Adrninister Prograrm Esave  # EditPayment Return To Previous Page

Enrol

Enrolled

[Activity Components

P
Pending

Completion Details

it Status

‘Grade

Mot Graded =2

> Leamer Groups Status
[ Qrganizations
I Leaming Reports Name

"Set Grade to:

% IRLAT Module
Selectan [

‘Set Attendance to:

Tvpe

Web-
hased

Clear All

"Attendance ‘Grade

Passing Score Completion
Status T Status

Unknown  »| |MotGrade x| Pending zlttaémmed

Select.. B EI
Select.. =] co|

— My Systern Profile
|~ My Diclionary

— My Personalizations Bl sawe

# Edit Payment

Beturn To Previous Page
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Action

27.

=

Click the Save link.

Always remember to save before you leave the page.

28.

Click the Return To Previous Page link to return to activity roster.
[Return To Previous Page|

Revised 1/2013

188 |Page




Training Guide

2 Administer Activity Rosters - Microsoft Internet Explorer —|&] x|
) Al ¢ S = »|
J Qe - ©) - %] 2] 7o | ) search 2 Favories {‘}‘ sl - LJiEd 3 H Fle o

| addvess [{€] hitps: b qmis.in.gorvipspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE, LM _ROSTER, GBLEFulderPath=PCRTAL ROGT_DBIECT.CO_ENTERPRISE_LEARNING.LM M0 | Go HLim >

ORACLE’

[> Manager Self Service = Activil’y Roster =]
I Enterprise Learning
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= Learner Tasks
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——— Start Date: 0172872009 End Date:
A ster Pradrarm Last Enrollment Date: . Last Drop Date: -
Rosters Available Seats: Available Waitlist: i
— Maintain Appravals " "
Language: English Duration: 30 Ming

— Add Supplemental
Learning

[> Mass Enrallments

[> Notifications

> Catalog

[» Financial Details

> Leaming Resources

[> User Profiles

[> Leamer Groups Activity Roster \ Activity Component

[ Qrganizations |

I Leaming Reports

I» Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

Save Previous | Mext | ReturnTo Search Page

To show or change the selected filter options click on Search Options

Enrollment Status | Gradss and Attendance | Learner Details | View All

1-3007200 rows  Next

— Program Status Updates

Current

» Curr .
g\?\}?rﬁf;LM Name Emplovee ID Conf Status New Status Priori
Charles
[ Tree Manager rwprvt -
il [} Heel 10000028687 2263898 Completed | Select Details

Waitlist

> Reporting Tools
> PeopleToals
— Change by Passwaord

[T SeanBrown 10000207379 226399 Completed | Select .. B Details

Kirstie
[ L L T ! 10000260904 226859 Completed [Belect . 7] s
- My Systerm Profile - Gartison
AL o| | BERSCCE ponggpoany 226060 Completed [Seleet . ] B | =
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Step

Action

29.

link.

desired.

Attendance list options in the Activity Roster section.

|Grades and Attendance

Multiple learners may be selected to perform a single action by checking the
checkboxes of the left of learners names in the Name column. For example, to

Grades and attendance may also be marked directly through the Grades and Attendance

This option allows for individual grade and attendance status recording instead of using the
activity component status changes affecting all learners. Utilization of the Group Action
feature may also be used to record the same grades or attendance for multiple learners as

Click the Activity Roster - Grades and Attendance link to review the Grades and

change an activity status for multiple learners to the same status at the same time,
check the checkbox for each learner whose status is to be changed.

After checking the checkboxes of the individual learners to process an action for
multiple learners, locate the Set Attendance to or Set Grade to drop-down menu
button(s) to select the action(s) to be processed from the list of values (Set
Attendance to or Set Grade to lists are often located at the bottom of the page).
Then, click the Go button to complete the process.
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Step

Action

30.

Click the Grade drop-down menu button to select the learner's grade for the activity.
[rotGraded =]

31.

Click the Attendance drop-down menu button to select the learner's attendance status for
the activity.

32.

| Lrknowh
Click in the Score field to manually enter a learner's score, if desired.

33.

Click the Comments button to access the Add Comments page for entering comments
about a learner's enrollment, if needed.

The system displays the comments information entered into the Comments field on
the self-service Activity Progress page that learners and managers can access.
Comments also appear on some reports.
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Mew Window | Help | Custarnize Page | 15,

> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
 Leamer Tasks

— Enroll Learners

Roster for IOT_WBT_01_2009_New Hire

Add Comments
Charles Neely, Human Resources Generalist 1, SPD - Employee Relations

Bosters
— Maintain Approvals

To save your Updates to the comments for this learner, click the OK buttan below and then click the
— Add Supplermental

Learnin Save hutton on the Activity Roster page.

> Mass Enroliments €
I Motifications |
I Catalog

[> Financial Details

> Learning Resources

[ User Profiles

> Leamer Groups

[» Organizations

> Leaming Reports

I* Financial Reports

— BetLearning Environment

He

=

~ Alita Mark Activity oK @ cancel Return To Previous Page
Completion

— ¥endor Messacge
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
[ Tree Manager
> Reporting Tools
[ PeopleTools
— Chane Wy Password
- My Personalizations
I— My Systern Profile
|~ My Dictionary -

| & Done 0
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Step

Action

34.

Click the OK link to save entered comments or click the Cancel link to remove entered

comments.
@ Cancel |

[& oK
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> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
 Leamer Tasks

— Administer Program
Bosters
— Maintain Approvals
— Add Supplermental
Learning
[> Mass Enroliments
[» Motifications
I» Catalog
[> Financial Details
[ Leaming Resources
[> User Profiles
> Learner Groups
> Organizations
> Leaming Reports
[I» Financial Reparts
— SetLearning Erironment
= Auto Mark Activity
Cornpletion
- Vendor Messade
Management
— Program Status Updates
[- Set Up ELM
[ Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Swstern Profile
— My Dictionary

=l

Roster for IOT_WBT_01_2009_New Hire

Mews Window | Help | Custornize Page |

s

Add Comments
Charles Neely, Human Resources Generalist 1, SPD - Employee Relations

To save your Updates to the comments for this learner, click the OK buttan below and then click the
Save hutton on the Activity Roster page.

¢

=

ok

0 Cancel

Return To Previous Page

| &] Done
Wstart| |G & ©
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Step

Action

35.

Click the Return To Previous Page link.

[Return To Previous Pags|
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ORACLE’

> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Enroll Learners

Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— SetLearning Environment

Mew Window | Help | Customize Page | =1
Activity Roster
Activity Name: 10T - Information Regource Use Agreerment TrainingType: Computer-Based Training
Activity Code: 1OT_WEBT_01_2009_New Hire Contact: Lisa Tabor
Start Date: 01/28/2009 End Date: -
Last Enroliment Date: .. Last Drop Date: -
Available Seats: Available Waitlist: a
Language: English Duration: 30 Ming
& save Previous | Mext | Return To Search Page

To show or change the si

Activity Roster |

Act

elected filter options click on Zearch Options

ivity Component

— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

Enrollment Status | Grades and Attendance | Learner Details | View All

Name
I Micole Whallon

" Larry Delpha
" Donney Steber

1- 45 0f 200 rows  Mest

‘Grade Score
|NDtGraded j |Uﬂkmuwn j |
|NntGraden j |Uﬂkmnwn j |
[MotGraded =] [unknown =] |

|&
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Step

Action

36.

status.

Learner Details

Click the Activity Roster - Learner Details link to view a learner's ID, job title, and
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ORACLE’
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Mew Window | Help | Custamize Page | &, =

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks

= Leamer Tasks Activity Roster
— Enroll Learners
Activity Name: 10T - Information Regource Use Agreement TrainingType: CGomputer-Based Training
i ster Pracram Activity Code: 10T_WBT_01_2009_Mew Hire Contact: Lisa Tabor
Rosters
— Maintain Approvals Start Date: 01/28/2009 EndDate:
- "Eﬂ“ Supplemental Last Enrollment Date: .. Last Drop Date:
ATt Available Seats: Available Waitlist: ]
[> Mass Enrallments : i
I Notifications Language: English Duration: 30 Ming

> Catalog

[» Financial Details

> Leaming Resources

[> User Profiles

> Leamer Groups

[ Qrganizations

I Leaming Reports

I» Financial Reports

— SetLearning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

Save Previous | Mext | ReturnTo Search Page

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

Enrollment Status | Grades and Attendance | Learner Details | View All

— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager

1- 45 0f 200 rows  Mest

- Reporting Tools Name Learner ID  “Job Title Status
> PeopleToals [T Micole Whallon 262300 Farmily Case Manager 2 Active Edit Payment
— Change by Passwaord
|- My Personalizations ™ Larry Delpha 262349 Accountant 1 Active Edit Payment
— My Syslern Profile

il — [T Donney Steber 134519 Carrectional Officer Active Edit Payment
|~ My Diclionary -
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Step

Action

37.

The Learner ID column display's each learner's system assigned Learner 1D number.

Learner 1D

The Learner ID number is a number sequentially assigned by the Enterprise
Learning Management (ELM) system. The Learner ID number should be unique to
each learner and is established by the creation of a Learner Profile within the
system.

The Learner ID number is completely separate from the PeopleSoft 1D number
(also called the User ID) assigned in the PeopleSoft HR system.

The PeopleSoft ID number consists of 1000XXXXXX. The User ID is the first initial
of a person's first name and the last six digits of the PeopleSoft ID number. For
example: an employee named Lucy Roberts will have a PeopleSoft HR PeopleSoft
1D number of 10000058556; but her PeopleSoft HR User ID would be L058556.

Every night, the PeopleSoft HR records integrate with the PeopleSoft ELM records.
The PeopleSoft ELM system searches for new PeopleSoft HR User IDs to establish
the PeopleSoft ELM Learner Profile. Once a new ELM Learner Profile is created, the
system sequentially assigns the next Learner ID available to the learner. Learner ID's
are needed to establish learner groups within the system for learner activity
assignments and enrollments.

The PeopleSoft HR system stores job data record information while the PeopleSoft
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ELM stores training record information. The PeopleSoft User ID links the two
systems together.

An overview of the process is:

1. A PeopleSoft HR Job Data record is created in the system and a PeopleSoft 1D
number is assigned (10000XXXXXX).

2. A User ID is created by a person's first initial and last six digits of the PeopleSoft
ID number (LXXXXXX).

3. The PeopleSoft HR system integrates job data records with the PeopleSoft ELM

system.

4. New learner profiles are created in the PeopleSoft ELM system using the User 1D

number.
5. The PeopleSoft ELM system sequentially assigns a Learner ID number to the
learner profile to track training enrollments and completions in the ELM.

Step

Action

38.

The Job Title column display's each learner's job title.

39.

when a learner is terminated in the PeopleSoft HR system).
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Activity Roster

Activity Name: 10T - Information Resource Use Agreement TrainingType:

Computer-Based Training

— Frograrr Activity Code: 1OT_WBT_01_2009_New Hire Contact: Liza Tahor
Rosters
— Maintain Approvals Start Date: 01/28/2008 End Date:
- AL;EF;U“ Supplemental LastEnroliment Date: .. Last Drop Date: -
Leaming Available Seats: Available Waitlist: 0
[ Mass Enrallments
I Motifications Language: English Duration: 30 Mins

[ Catalog

[» Financial Details

[> Leaming Resources
[> User Profiles

[ Learner Groups

[> Organizations

[> Learning Reports b
Activity Roster \ Activity Component

Save Previous | Mext | Return ToSearch Page

Tao show or change the selected filter options click on Search Options

> Financial Reports
— SetLearning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
[ Set Up ELM
[ Worklist
> Tree Manager

Enroliment Status | Grades and Attendance | Learner Details | Wiew All

1- 45 0f 200 rows  Mext
]

> Reporting Tools Name Learner ID  “Job Title Status
> PeopleTools [T Hicole Whallon 262300 Family Case Manager 2 Active Edit Payment
— Change My Password
- My Personalizations [ Larry Delpha 262349 Accountant 1 Active Edit Payment
— My Syslern Profile

ol — [~ Donney Steber 134519 Carrectional Officer Active Edit Payment
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=
[T [ [ memet

&l
distart| | (3 & © [ | [ tnbox - Hicrosoft Outiook_|[ &) Administer Activity R... | B2 E 2nem

194 |Page

The Status column display's each learner's job status (the system sets the value to Inactive




Training Guide

Step

Action

40.

Click the Edit Payment button to edit payment information for a learner, if used.
Edit Fayment
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ORACLE’

> Manager Self Service
= Enterprise Learning
[ Instructor Tasks
= Leamer Tasks

— Enroll Learners

— Administer Program
Bosters
— Maintain Approvals
— Add Sunplemental
Learning
[» Mass Enrollments
[ Motifications
I Catalog
[> Financial Details
> Learming Resources
[ User Profiles
> Leamer Groups
[» Organizations
> Leaming Reports
I* Financial Reports
— BetLearning Environment
= AUt Mark Activity
Camnletion
— ¥endor Messacge
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
[ Tree Manager
> Reporting Tools
[ PeopleTools
— Chane Wy Password
— My Personalizations
I— My Systern Profile
|~ My Dictionary
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Payment Details

Confirmation Number: 226866
Payment Method:

Status: Completed

Mew Window | Help | Customize Page | & ]

Payment Information:

=

|

Return Ta Previous Page

Price Per Seat: 000 UsD
Drop Charge: 000 usp

Training Units: 0.000

Return To Previous Page

=

| &] Done
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Step

Action

41.

If the payment component is used, edit payment information using the fields in the Fees
Information section.

The Fees Information fees and drop charges for an activity default from the
Activity Details page. The section is used to modify activity fees and drop charges

for each learner.

Fees Information fields include:

Price Per Seat - A price for the activity.
Drop Charge - A drop charge for the activity.
Training Units - The number of training units to be changed to each learner for the

activity.

Drop Units - The number of training units to be charged back to each learner when

the activity is dropped.

=

Prices can increase or decrease after enrollment and drop charges may be changed at
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any time. Changes to drop charges take affect only if the changes are made
before dropping the learner. The system does not allow changes to drop charges
for a learner after the learner has been dropped.

Any changes to activity prices or drop charges result in a new transaction row for the
enrollment record enabling the tracking of all payment changes to an enroliment
record.
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Confirmation Number: 226866 Status: Completed
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Learning
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I Catalog
[> Financial Details Return To Previous Page
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42.

After completing any payment changes, click the Return To Previous Page link.
[Return To Previous Paie|
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ORACLE’

> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks

= Learner Tasks

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— SetLearning Environment

Mew Window | Help | Customize Page

neen —

Activity Roster

Activity Name: 10T - Information Resource Use Agreement TrainingType: Computer-Based Training
Activity Code: 1OT_WEBT_01_2009_New Hire Contact: Lisa Tabor

Start Date: 01/28/2009 End Date: -

Last Enrollment Date: .. Last Drop Date: -

Available Seats: Available Waitlist: i}

Language: English Duration: 30 Ming

& save Previous | Mext | ReturnTo Search Page

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|~ My Diclionary

Enrollment Status | Grades and Attendance | Learner Details | View All

1- 45 0f 200 rows  Mest

Name Learner ID  “Job Title Status
[T Micole Whallon 262300 Farmily Case Manager 2 Active
™ Larry Delpha 2623449 Accountant 1 Active
[T Donney Steber 134519 Carrectional Officer Active

Edit Payment
Edit Payment
Edit Payment

&l

|&
Mistart| | (G @ @ [ | [ Inbox-Micresoft Outiook || ] Administer Activity R...

[ [ |4 ntemet
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Step

Action

43.

information.
iEn Al

Click the Activity Roster - View All link to see a summary page of all activity roster

44,

To locate a learner and/or learners in the Activity Roster section list using specific search
criteria, click the Search Options link towards the top of the page.

Search Options
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ORACLE’
Menu B

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks
— Enroll Learners

L Activity Roster

Activity Name:
Activity Code:

10T - Information Resource Use Agreement TrainingType:

10T _WBT_01_2009_New Hire Contact:

End Date:

Last Drop Date:
Available Waitlist:
Duration:

Start Date: 0172872009
Last Enroliment Date: ..
Available Seats:
Language:

— Adrninister Prograrm
Rosters

— Maintain Appravals

— Add Supplemental
Learning

English

i}

Computer-Based Training
Liza Tabor

30 Mins

[> Mass Enrallments
[> Notifications
> Catalog

& save

Previous | Mext |

Retum To Search Page

[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— SetLearning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
[ PeopleToals ¥ Dropped
— Change by Passwaord
— My Personalizations
— My Systern Profile

Search Reset
|~ My Diclionary

First Name:

—
—
—
—

 ®
—

Last Name:
Employee ID:

C ion Number:

From Date:
To Date:

[# Not ¢
[¥ Pending Payment

I
[ Denied

W C
¥ InProgress

% Enrolled ¥ Pending Approval

-]
[ [ |4 ntemet

| ] Done [
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Step

Action

45.

First Name, Last Name, Employee ID, or Confirmation

Search for an individual learner by entering information into any or any combination of the

Number fields.

46.

Search for individual or multiple learners by entering dates
Date fields in the Enrollment Date section.

into the From Date and/or To

47.

checkboxes in the Activity Status section.

Search for individual or multiple learners by checking and/or un checking activity status
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| Address |@ https:/{devhr.amis.in. gov/pspimup L JEMPLOYEE/ELM/c/LM_ADMINISTRATIVE.LM_ROSTER. GBL?FolderPath—PORTAL_ROOT_OBJECT.CO_ENTERPRISE_LEARNING.LH_Mi™ | Go H Links >
> Manager Self Service il P LI
> Enterprise Leaming Activity Roster
[ Instructor Tasks
= Learner Tasks Activity Name: 10T - Information Resource Use Agreement TrainingType: Computer-Based Training
Activity Code: 10T_WET_01_2009_New Hire Contact: Lisa Tabor
4 Start Date: 01/28/2009 End Date: -
— Adrninister Prograrm
Rosters Last Enrollment Date: .. Last Drop Date: -
— Maintain Approvals Available Seats: Available Waitlist: a
— Add Supplemental Language: English Duration: 30 Mins
Learning
[> Mass Enrallments
[> Notifications & save Previous | Mext | Return To Search Pace
> Catalog
[» Financial Details —
> Leaming Resources
[> User Profiles First Name:
> Leamer Groups
I Organizations Last Name:
[ Leaming Reports Empl D
[> Financial Reparts mployee ID:
— Set Learning Environment C Number:
— Auto Mark Activity
Completion
—¥endor Message From Date: El
Management
— Program Status Updates ToDate:
(> Set Up ELM
[-\orklist
[ Tree Manager
- Reporting Tools  Enrolled ¥ ¢ [¥ Not C [ Pending Approval
I PegpleTools [ Dropped [ Denied M mProgress [ Pending Payment
— Change by Passwaord
— My Personalizations
| My Systern Profile - Search Reset
|- My Dictionary - =l
| ] Done T [ [ @ mtemet
distart| | (@ @ @ [ | [ Inbox-Micresoft Outiook || ] Administer Activity R... | Bl B E z44pm

Step

Action

48.

Search

Click the Search button to locate the learner(s) matching the search criteria.

49.

Click the Activity Component link to view activity components (delivery methods)
entered for the activity.

|g ivity Componernt
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2,
i

ORACLE’
- Manager Self Service -l Mew Window | Help | Custarmize Page | \&)

I Enterprise Learning
[ Instructor Tasks

= Leamer Tasks Activity Roster

— Enroll Learners

) Activity Name: 10T - Infarmation Resource Use Agreerment TraininaType: Computer-Based Training
— Adrninister Prograrn Activity Code: 10T_WBT_01_2008_Pew Hire Contact: Lisa Tabor
Rosters
— Maintain Appravals Start Date: 01/28i2009 End Date:
- A?EF;U“ Supplemental Last Enrollment Date: Last Drop Date:
Leaming Available Seats: - Available Waitlist: n
[> Mass Enrallments
I Motifications Language: English Duration: 30 Mins
> Catalog
[ Financial Details B save Previous | Mest | Return To Search Page

> Leaming Resources
[> User Profiles

[> Leamer Groups To show or change the selected filter options click on Search Options
[ Qrganizations

I Leaming Reports

I> Financial Reports Activity Roster | Activity Component

— SetLearning Environment

— Auto Mark Activity

- S—%ﬁ;ﬁﬂggsage Activity Components Customize | Find | ¥ First [ 1 o1 B Last

Management Order Required Name Type

— Program Status Updates
[> Set Up ELM ‘1 |Requ\red |IRUAT Module |Web-based ‘ Details
[-\orklist
[ Tree Manager
> Reporting Tools

[ PeopleTonls B sawe Previous | Mext | Feturn To Search Page
— Change by Passwaord

— My Personalizations
— My Systern Profile
|~ My Diclionary -

| &] Done T [ [ @ mtemet
Mistart| | (G @ @ [ | [ Inbox-Micresoft Outiook || ] Administer Activity R... | Bl B z44pm

Step Action

50. The Order column of the Activity Components section shows the numerical order the
system lists the learning components.

Order

1

51. The Required column of the Activity Components section shows if the learning
component is required to complete the activity.

Required
Fequired

52. The Name column of the Activity Components section shows the title of the activity.
Name

IRUAT Module

53. The Type column of the Activity Components section shows the delivery method for the
activity.
Tvpe
YWeb-hased
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ORACLE’

> Manager Self Service il
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks

— Enroll Learners

— Adrninister Prograrm
Rosters
— Maintain Appravals
— Add Supplemental
Learning
[> Mass Enrallments
[> Notifications
> Catalog
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups
[ Qrganizations
I Leaming Reports
I» Financial Reports
— SetLearning Environment

Mew Window | Help | Customize Page |
Activity Roster
Activity Name: 10T - Information Resource Lise Agreement TrainingType: Computer-Based Training
Activity Code: 1OT_WEBT_01_2003_New Hire Contact: Lisa Tabor
Start Date: 01/28i2009 End Date:
Last Envollment Date: .. Last Drop Date:
Available Seats: - Available Waitlist: a
Language: English Dur: 30 Mins
& save Previous | Mest | Return To Search Page

To show or change the selected filter options click on Search Options

— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile

Activity Roster | Activity Component

Activity Components |

Order Required Name Type

‘1 |Requ\red |IRUAT Module |Web-based ‘ Details

& sae Previous | Mext | Return To Search Page

|~ My Diclionary -

| &] Done

dstart| |G & ©

| [ Inbox - Microsoft Qutiook || &1 Administer Activity R...
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Step

Action

54.

Details

Click the Details button in the Activity Components section to view the Component
Roster list for the learning method.
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2,
i

ORACLE’
[ Manager Self Servica = Mew Window | Help | Custamize Page | &, =

I Enterprise Learning
[ Instructor Tasks

= Leamer Tasks Component Roster

— Enroll Learners

Component Name:  |RUAT Module Type: Weh-hazed

- dmmigter Frograrr Activity Name: IOT_WHBT_01_2009_Mew Hire Duration: 30 Mins

Rosters
— Maintain Approvals Save Return To Previous Page
— Add Supplemental

Learning
> Mass Enrollments To show or change the selected filter options click on Search Options

[> Notifications
I Catalog 1-150f207 rows  Med
[» Financial Details

> Leaming Resources
[> User Profiles

> Leamer Groups

1> Organizations Name Employee ID ‘Attendance ‘Grade ;a—ﬂ;fl':

I Leaming Reports

[ Financial Reports [ John Homan 10000254451 [Unknown > | | Mot Grad) x| Pending Mot Atternpted Lo

— Set Learning Environment

— Auto Mark Activit I DavidMeshan 10000250248 [Unknown ] [NotGragiz] Pending || Motatempted
Campletion
— Yendor Message ™ Andrew Gray 10000260871 |Attended = |Mot Gradi ¥ | Pass 100, Completed
Management lﬁ =
e e [ AllanaBlume 10000260872 [Atiended Mot Gradi¥] Pass 100, Completed
D] I Jannifer Upshaw 10000260674 [Atended 7] [Mot Gradix] Pass 100, Cornpleted
Okl

[> Tree Manager [T Brandon Waidlich 10000260858 [Attended ¥ | |Mot Gradi x| Pending In-Progress

> Reporting Tools

> PeopleTools [T Linda Hamilton 10000021165 [Attended | | Mot Gradi »| Pending In-Progress

— Change by Passwaord

| v Personalizaions ™ RodneyWiliams 10000037428 [Attended =] [Mot Grai=] Pass [ron] completed
— My Systern Profile - = 5
L memios || T keathy biver 10000257493 [Attended Mot Gradi¥] Pass 100, Completed B

|€l [T [ moternet
istart| | (3 @ © | [ Inbox-Microsoft Outiook || &) Administer Activity R.. | B|AL B z4s5em

Step Action

55. Click a learner's name link in the Name column to access the User Profile page.

[

;"if The User Profile displays high-level job and contact information about the learner.

This information may be useful to confirm a learner's job title if catalog
administrator approval is needed for training specific to a job title or employment
level (such as supervisor or manager only).

(;) The Component Roster section list may return more learners than can be viewed on
one page. Use the Next link in the upper-right-hand corner of the Component
Roster section to move through the list of learners.
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ORACLE’

=l

. B [a
> Manager Self Servica Mew Window | Help | Customize Page | =1
I Enterprise Learning

[ Instructor Tasks

« Leamner Tasks Component Roster
Component Name:  [RUAT Module Type: Web-hased
— Administer Program Activity Name: |OT_WET_01_2009_New Hire  Duration: 30 Mins
Rosters
— Maintain Approvals & save Return To Previous Page
— Add Supplemental
Learning
> Mass Enrollments To show or change the selected filter options click on Search Options
[> Notifications
b Eeiizlag 1-150f207 rows  Mext
[» Financial Details
> Leaming Resources
[> User Profiles
LG EETS Passiny Completi
[ Qrganizations Name Employee D ‘Attendance Grade Rassig Score Sompletion
i Status Status
I Leaming Reports
[ Financial Reports [ John Homan 10000254451 [Unknown > | | Mot Grad) x| Pending Mot Atternpted Lo
— Set Learning Environment
— Auto Mark Activity [ David Meshan 10000250249 [Unknown =] [Mot Gradi =] Pending Mot Attermpted
Completion
— Yendor Message ™ Andrew Gray 10000260971 |Attended | |Mot Gradi »| Pass 100, Completed
Management lﬁ lﬁ' l—
— AFFErIEE RS [T Allana Blume 10000260872 | Attended Mot Grady Pass 100 Completed
g\?ﬁ;ﬂtﬂm I™ Jannifer Unshaw 10000260874 [Attended | [Mot Gradi =] Pass 100 Completed
Orklis
[> Tree Manager [T Brandon Waidlich 10000260858 [Attended ¥ | |Mot Gradi x| Pending In-Progress
> Reporting Tools
> PeopleTonls [C Linda Hamitton 10000021165 [Attended =] [Mot Gradh =] Pending In-Progress
— Change by Passwaord
|- My Personalizations [T Bodney'Wiliams 10000037428 |Attended = | Mot Gradi ~| Pass 100, Completed
— My Systern Profile - lﬁ 5 l—
| v Dictiona E [T Kathy Myer 10000257493 | Attended Mot Gradi Pass 100 Completed LI
T [ [ @ mtemet
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Step

Action

56.
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2,
i

ORACLE’
[ Manager Self Servica = Mew Window | Help | Custamize Page | &, =

I Enterprise Learning
[ Instructor Tasks

= Leamer Tasks Component Roster

— Enroll Learners

Component Name:  |RUAT Module Type: Weh-hazed

Adrninister Prograrn Activity Name: IOT_WHBT_01_2009_Mew Hire Duration: 30 Mins
Rosters
— Maintain Approvals Save Return To Previous Page
— Add Supplemental

Learning
> Mass Enrollments To show or change the selected filter options click on Search Options

[> Notifications
> Catalog
[» Financial Details

1-150f 207 rows Mexd

> Leaming Resources
[> User Profiles
> Leamer Groups

Completion
Status

[> Organizations Name Employee ID  ‘Attendance ‘Grade ;ﬁﬂ Score

I Leaming Reports

[ Financial Reports [ John Homan 10000254451 [Unknown > | | Mot Grad) x| Pending Mot Atternpted Lo

— Set Learning Environment

— Autn Mark Activity [T David Meehan 10000250249 | Unknown =] | Mot Grach *| Pending Mat Attermpted
Completion

— Yendor Messane ™ Andrew Gray 10000260871 [Attended | [Mot Gradi x| Pass 100. Completed
Management lﬁ =

— FerEm e s [T Allana Blume 10000260872 | Attended Mot Grady Pass Campleted

g\?ﬁ;ﬂtﬂm ™ Jannifer Upshaw 10000260974 [Atended = [Mot Grady ] Pass
Okl

> Tree Manager ™ Brandon Waidlich 10000260958 [attended =] [Not Gradi =] Pending
> Reporting Tools

> PeopleTools [T Linda Hamilton 10000021165 [Attended | | Mot Gradi »| Pending

— Change by Passwaord
|- My Personalizations [T RodneyWiliams 10000037428 [Attended = | |Mot Gradi > | Pass

Completed
In-Progress

In-Progress

HiRImIEE!

Completed
— My Systern Profile - lﬁv lﬁ'
| My Diciional = [ Kathy hiyer 10000257493 | Attended Mot Gradi x| Pass 100 Completed LI

|€l [T [ moternet
istart| | (3 @ © | [ Inbox-Microsoft Outiook || &) Administer Activity R.. | B|AL B z4s5em

Step Action

57. Click the Attendance drop-down menu button to change an individual learner’s attendance
status.

‘Atendance

Q Multiple learners may be selected to perform a single action by checking the
checkboxes of the left of learner’s names in the Name column. For example, to
change an activity status for multiple learners to the same status at the same time,
check the checkbox for each learner whose status is to be changed.

(;) After checking the checkboxes of the individual learners to process an action for
multiple learners, locate the Set Attendance to or Set Grade to drop-down menu
button(s) to select the action(s) to be processed from the list of values (Set
Attendance to or Set Grade to lists are often located at the bottom of the page).
Then, click the Go button to complete the process.
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Menu B

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks
— Enroll Learners

drninister Prograrn
Rosters
— Maintain Appravals
— Add Supplemental

Mew Window | Help | Customize Page | =1

Component Roster

Component Name:  [RUAT Module Type: Web-hased
Activity Name: |OT_WET_01_2009_New Hire  Duration: 30 Mins

& save

Returmn To Previous Page

Learning
[> Mass Enrallments
[> Notifications
> Catalog

Tao show or change the selected filter options click an

Search Options

distant| | & ©
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1-150f 207 rows Mexd
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups c
[ Qrganizations Name Employee D ‘Attendance Grade Score
I Leaming Reports =
[ Financial Reports [ John Homan 10000254451 [Unknown > | | Mot Grad) x| Pending Mot Atternpted Lo
— SetLearning E_nvimnment Atended i
— Auto Mark Activity [T David Meehan 10000260249 Did Mat Attend Mat Grach *| Pending Mot Attermpted
Completion
— Vendor Message ™ Andrew Gray 10000260871 |L2te Mot Grady | Pass 100. Completed
Management I lﬁ' l—
— AFFErIEE RS [T Allana Blume 10000260872 | Attel Mot Gradi x| Pass 100 Completed
g\?\f?f ;W IE'-M ™ Jannifer Unshaw 10000260874 [Attended = | [Not Gradi »] Pass 100, Completed
Orklis
[> Tree Manager [T Brandon Waidlich 10000260858 [Attended ¥ | |Mot Gradi x| Pending In-Progress
> Reporting Tools
[> PropleTonls [T Linda Hamilton 10000021165 [Attended | | Mot Gradi »| Pending In-Progress
— Change by Passwaord
|- My Personalizations [T RodneyWwilliams 10000037428 [Attended > | |Mot Grad > Pass 100. Completed
— My Systern Profile - lﬁ lﬁ' l—
| My Dicliona = [T Kathy Myer 10000257493 | Attended Mot Gradi x| Pass 100 Completed LI
& I o
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Step

Action

58.

used.

Click the Grade drop-down menu button to change an individual learners grade status, if
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& save

Returmn To Previous Page

Learning
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1-150f 207 rows Mexd
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups Completion
[ Qrganizations Name Employee D ‘Attendance Grade Score ¢ e
I Leaming Reports =
[ Financial Reports [ John Homan 10000254451 [Unknown | | Mot Grad) x| Pending Mot Atternpted Lo
— Set Learning Environment
— Auto Mark Activity [T David Meehan 10000250248 | Unknown =] by Pending Mot Attermpted
Completion
— Vendor Message [ Andrew Gray 10000260971 [Attended > Fass 100, Completed
Management lﬁ lﬁ' l—
— AFFErIEE RS [T Allana Blume 10000260872 | Attended Mot Grady Pass 100 Completed
g\?ﬁ;ﬂtﬂm I Jannifer Upshaw 10000260874 [Attended = | [Not Gradi =] Pass 100 Completed
Orklis
[> Tree Manager [T Brandon Waidlich 10000260858 [Attended ¥ | |Mot Gradi x| Pending In-Progress
> Reporting Tools
> PeopleTonls [C Linda Hamitton 10000021165 [Attended =] [Mot Gradh =] Pending In-Progress
— Change by Passwaord
|- My Personalizations [T RodneyWwilliams 10000037428 [Attended > | |Mot Grad > Pass 100. Completed
— My Systern Profile - lﬁ 5 l—
| My Dicliona = [T Kathy Myer 10000257493 | Attended Mot Gradi Pass 100 Completed LI
T [ [ @ mtemet

Step

Action

59.

The Passing Status column displays a learner's current passing status for the activity.
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ORACLE’
Menu B

> Manager Self Service
I Enterprise Learning
[ Instructor Tasks
= Learner Tasks
— Enroll Learners

drninister Prograrn
Rosters
— Maintain Appravals
— Add Supplemental

Mew Window | Help | Customize Page | =1

Component Roster

Component Name:  [RUAT Module Type: Web-hased
Activity Name: |OT_WET_01_2009_New Hire  Duration: 30 Mins

& save

Returmn To Previous Page

Learning
[> Mass Enrallments
[> Notifications
> Catalog

Tao show or change the selected filter options click an

Search Options

1-150f 207 rows Mend
[» Financial Details
> Leaming Resources
[> User Profiles
> Leamer Groups c
[ Qrganizations Name Employee D ‘Attendance Grade Score
I Leaming Reports =
[> Financial Reparts [ John Homan 10000254451 Unknown | i) Gl x| Pending Mot Atternpted e
— Set Learning Environment
— Auto Mark Activity [ David Meshan 10000250249 [Unknown =] [Mot Gradi =] Pending Mot Attermpted
Completion
— Vendor Message ™ Andrew Gray 10000260971 |Attended | |Mot Gradi ¥| Fass 100. Completed
Management lﬁ lﬁ' l—
— AFFErIEE RS [T Allana Blume 10000260872 | Attended Mot Gradi x| Pass 100 Completed
g\?\f?f ;Wfl-'"' ™ Jannifer Unshaw 10000260874 [Attended = | [Not Gradi »] Pass 100, Completed
Orklis
[> Tree Manager [T Brandon Waidlich 10000260858 [Attended ¥ | |Mot Gradi x| Pending In-Progress
> Reporting Tools
> PeopleTonls [C Linda Hamitton 10000021165 [Attended =] [Mot Gradh =] Pending In-Progress
— Change by Passwaord
|- My Personalizations [T RodneyWwilliams 10000037428 [Attended > | |Mot Grad > Pass 100. Completed
— My Systern Profile - lﬁ lﬁ' l—
| My Dicliona = [T Kathy Myer 10000257493 | Attended Mot Gradi x| Pass 100 Completed LI
& I o
istart| | (G @ @ [ | [ Inbox-Microsoft Outiook || ] Administer Activity R... | B B E z4npm

Step

Action

60.

The Score column displays a learner's score for completed activities.
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Step

Action

61.

activity.

The Completion Status column displays a learner's current completion status for the
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Step

Action

62.

Search O

To locate a learner and/or learners in the Component Roster section list using specific
search criteria, click the Search Options link towards the top of the page.
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Step Action

63. Search for an individual learner by entering information into any or any combination of the
First Name, Last Name, Employee ID, or Confirmation Number fields.

64. Search for individual or multiple learners by entering dates into the From Date and/or To
Date fields in the Completion Date section.

65. Search for individual or multiple learners by checking and/or un checking activity status
checkboxes.
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Step

Action

66.

Search

Click the Search button to locate the learner(s) matching the search criteria.

67.

[Return To Previous Pags|

Click the Return To Previous Page link to return to the Activity Component page.
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Step

Action

68.

Click the Activity Roster link to return to the activities' activity roster.

69.

Click the Save link to save learner updates.
Save

70.

activity and/or component roster.
End of Procedure.

How to Maintain Approvals

This lesson will teach administrators acting as special catalog approvers how to approve or deny activity

learning requests.
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Step

Action

Click the Enterprise Learning link.
i Enterprise Learning]
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Step

Action

Click the Learner Tasks link.

earner Tasks

Click the Maintain Approvals link.

Eaimaiu Approvals
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Step

Action

information.

Click the Name link in the Team Member column to view a learner's User Profile

The User Profile displays high-level job and contact information about the learner.

This information may be useful to confirm a learner's job title if catalog
administrator approval is needed for training specific to a job title or employment

level (such as supervisor or manager only).
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Step

Action

After reviewing the User Profile, click the Return to Previous Page link.
[Return to Previous Pade|
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Step Action

6. Click the activity title link in the Name column to view an activity's enrollment details
information.
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Return to Previous Page

Step Action

7. After reviewing the enrollment details, click the Return to Previous Page link.
[Return to Previous Page]
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Step

Action

Click the Details link in the Approval Details column to view an activity's enroliment
details information. (This information is the same as clicking the activity title link in the
Name column).
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Completion
— ¥endor Message
Management
— Program Status Updates
(> Set Up ELM
[-\orklist
[ Tree Manager |
> Reporting Tools
> PeopleToals
— Change by Passwaord
— My Personalizations
— My Systern Profile
|- My Dictionary - =l

& [T @ e
#/start J 280~ J [~ Inbox - Micrasoft Outiook || &1 Maintain Appravals - .. J @| & QY 1z:01Pm

Step Action

9. After reviewing the enrollment details, click the Return to Previous Page link.
[Return to Previous Pade|

eaack - K) - B @ (h|;)5&ar(h *Favuntes @‘ Bv ; i) ~ _J ﬂ 3

Address [{@] hueps:idevhr. amis in. govfpspfmup LIEMPLOYEEELMfc/LM_ENRLMT LM_ADM_TRM_RE. GEL7PORTALPARAM_PTCMAY=LM_ADM_TRN_REQ_GELSEQPP. 5CNade=ELMEEC 7|

ORACLE
> Manager Self Service Al Mew Winiow | Help | Customize Pane |

-~ Enterprise Learning
I Instructor Tasks
 Leamer Tasks Maintain Approvals

—Enroll Learners

— Administer Activity
Rosters

— Administer Prograrm
Rosters Team Member Type Name

I~ Barbara Knott Activity Indianapolis Colts ouso Details

Learning
[> Mass Enroliments SelectAll [ Clear All

[> Motifications
> Catalog Approve Deny
[> Financial Details
> Learning Resources
[ User Profiles
> Leamer Groups
[» Organizations
> Leaming Reports
I* Financial Reports
— BetLearning Environment
= AUt Mark Activity
Camnletion
— ¥endor Messacge
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
[ Tree Manager
> Reporting Tools
[ PeopleTools
— Chane Wy Password
- My Personalizations
I— My Systern Profile
|- My Dictionary &

|& Y
Bistart| |G @ © [ | [ Inbox-Microsokt Qutook_|[Z] Mainkain Appravals - .. | @|[EB@E 2ot m

Revised 1/2013 218 | Page




Training Guide

Step

Action

10.

Select All

Multiple learners may be selected to perform a single approval or denial action by:

- checking the checkboxes of the left of each name in the Team Member column or by;
- checking the Select All checkbox located under the list of team members to select all of
the learners in the list (to clear all team member selections, check the Clear All checkbox).

11.

not authorize an activity enrollment.
Approve

Click the Approve button to authorize an activity enrollment or click the Deny button to

2} Maintain Approvals - Microsoft Internet Explorer

S

Back - () - %] @] 70| O search Sioravarkes &3] 60 L i - 3
) lj 7 L&) =

Tre |2

| Address [€] https:/idevhr i in.govipspjlmup LJEMPLOYEE(ELMJc/LM_ENRLMT LM_ADM_TRN_REC.GBLIPORTALPARAM_PTCNAY=LM_ADM_TRN_REQ_GBLAEOPP.SCNode=ELMBEC ¥] [£] Go Hum >

ORACLE’
Menu &

- Manager Self Service il
- Enterprise Learning
[ Instructor Tasks

< Learner Tasks Maintain Approvals

Mew Window | Help | Custarmize Page | 15

— Enroll Learners

— Administer Activity "
Rosters + Your transaction has been processed. Table below shows the new status.

— Administer Program
Rosters

Wals
— Add Supplemental

[ Mass Enrallments

[» Motifications

[ Catalog

[» Financial Details

[> Leaming Resources

[> User Profiles

[ Learner Groups

[> Organizations

I» Learning Reports

> Financial Reports

— Set Learning Environment

— Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

[ Set Up ELM

[ Worklist

> Tree Manager

- Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

— My Systern Profile -

— My Diclionany -

Return to Approvals

Team Member Tvpe Name Price Per Seat Status
Learning Barbara Knott Activity Indianapolis Colts ousD

Enroliment and Waitlisted Confirmed

Fending Approval

&l
i start! J 280 J |+~ Inbox - Microsoft Outiook _ || &1 Maintain Appravals - ..

| @| (&% 1zi02pm

Step

Action

12.

enrollment requests as needed.
Feturn to Approvals

After reviewing the updated status of the selected team member(s) in the Status column of
the Maintain Approvals page, click the Return to Approvals link to review additional

13.

End of Procedure.

Congratulations! You have successfully approved or denied an activity enrollment request.

Revised 1/2013
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User Profiles

How to Add/Update an Instructor Profile

o osoft Internet Explore JRETES]
]@aack -© - B @ ;h ‘pseav:h *Favnmtss @‘ B' ; TR < § H File ”‘ v
| cdress [ ] hitpssdevhr.qmis.in.govfpspiimup /EMPLOVEE [ELMjhTtab=CEFALLT B> |]Lm =

ORACLE’

Personalize Content | Layout Help.

Menu 2 B8
Search:

[ Wy Favarites
[ Self Gervice

[ Manager Self Service
[ Enterprise Learning
> SetUp ELM

[ Winrklist

[ Tree Manager

[ Reporting Tools

[ PeopleTools

— Change Wy Password
~ Wy Personalizations
— Wy System Profile

|- Wy Dictionary

|
] 1T [ & neme
distart| | (2} @ © (| (- Folow Up - Mecrosoft ou.. | &Y Employee-tacng registry. | El 2@ & zorem

Step

Action

14.

Click the Enterprise Learning link.
[l Enterprise Leaming|

Revised 1/2013
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Qo - © - [¥] &) (] POsach Fgravies €8] 13-
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e [

JSEIES

Address [@] https://devhr.amis.in

.gov/psp/fimupL/EMPLOYEE[ELM/s\WEBLIB_PTPP_SC, HOMEPAE  FieldFormuls, IScrint_AppHP?7pt_fname

0_ENTERPRISE_LEARNINGEFolderPati

] B

“ Liks

ORACLE

> bty Favarites
1> Self Service
> Manager Self Service

I Instructor Tasks
1> Learner Tasks

> Mass Enroliments
> Notifications

I Catalog

> Financial Details

I Learning Resources
1> User Profiles

> Learnet Groups

> Organizations

> Learning Reports

I Financial Reports

— Set Learnine Enyi

ﬁ Enterprise Learning

“iews and maintain the learning catalos, learning resources and user profiles. Yiew and maintain enroliment records, and mark orades and sttendance.

=] Vendor Messaue Manasemment
Revizw aintl publish guevd transactions to
wehoast vendors

= Set Learning Environment

[ Auto Mark Activity Combletion
Set your current Learning Environimert

Process activity completions

ﬁ Learner Tasks
Complete learner-related tasks such as

ﬁ Program Status Updates

ﬁ Instructor Tasks
Pracess program completions and Complete instructor-related tasks.

— Autn Mark Acivity
Completion
— ¥endor Message
Management
— Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations
- My Syster Profile
- by Dictionary

expirations. B view Schedule enrolinert, approvals, supplemental learning,
Elhark Grares and Atteniance and learring reguests. Manage activity and
program rosters.
ElEnrol Learners
=] Aciminister &ctivity Rosters
= fiminister Program Rosters
2 Mare:
Mass Notifications Catalog
Process and review mass enrolment Send enrollmert, acivty, and program Mairtain aspects of the Learning Catalog
transactions. nofifications. including categories, keywards, items,
ElProcess hisss Errolment = Envoliment delivery methods, activities, programs, and
ElReview hass Enrolment Request = Activity supplemertal learning templates
Erragram ElMaintain Caterjories

= tsintain fems:
Eltaintain Delivery Wethods
4 More.

ﬁ User Profiles
Mairtain wser profiles for internal and external

Ieamers and instructors
Elirternal Learners
F=lExtermal Learners

ﬁ nancial Details
Define purchase order and training unit pools.
Uppiate andt mairtain your subledger and including equipment, materials, faciities, and
export financial transactions ta your general session templates.
ledger. = Egquipmert

ﬁ Learning Resources
Defing and maintsin learning resources.

ElMaintain Purchase Orders Elaterial Elinstructors
ElMairtain Trairing Lints EFaciities
EIReview Subledger = Session Templates

2 Mare.

&
distart| |2 @ © [~

T

| L Follow Up - Microsoft Ou... | &Base Navigation Page - .

| E|2 @ # o

Step

Action

15.

Click the User Profiles link.

16.

Click the Instructors link.

nstructors]

Revised 1/2013

2} Instructors - Microsoft Internet Explorer & x|

eﬁa[k = o = @ @ (b ‘/OsEarzh *Favnntes @‘ 8' ; i - |_J ﬁ 3

[~

Address [{&] https://devhr.amis.n. gov/pspfimup L /EMPLOYEE/ELM/c/LM_RESOLRCE_MANAGEMENT LM_INSTR. GBLTPORTALPARAM_PTCHAV=LM_INSTR_GELSECPP.SCHode=ELMBEC Y| [E] Go |]Unls >

ORACLE
Menu 8
Search:

®

> bty Favarites
1> Self Service
I Manager Self Service
[~ Enterprise Learning
I Instructor Tasks
1> Learner Tasks
> Mass Enrollments
> Natifications
1> Catalog
> Financial Details
1> Learning Resources
= User Profiles
~ Internal Learners
— External Learners

[ Learner Groups
[ Organizations

[ Learning Reports:
D Financial Repots

Newtindaw | Help | &,

Instructors
Enter any information you have and click Search. Leave fields hlank for a list of all values

{ Find an Existing Value | Add & Newalug |

Learner ID: [= = aQ
First Name: [begins witn =]
Last Name: [begins with =] [
Name: [begins with =] |
Name Display: [begins witn =]

Alternate Character Name: [begins with ] [

[” Case Sensitive

Search | Clear |Basm Search B Save Search Criteria

— SetLearning
— Auto Mark Activity
Completion
- Vendor Messane
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations
- My Syster Profile
- by Dictionary

Find an Existing Value | Add a New Value

|&] Done
Blsiart] |3 & © [~

[T T & e mkemet

| [ Follw Up - Micrasaft Ou.., | &3 Instructors - Microsaft In,

I ERL TR
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Step

Action

17.

Click the Add a New Value tab.

18.

Click the Look up Learner 1D (Alt+5) button.

=

19.

Enter the desired information into the Last Name field. Enter "hicks".

20.

Click in the First Name field.

21.

Enter the desired information into the First Name field. Enter "kathy".

22.

Click the Look Up button.
Loak Up

23.

Click an entry in the Last Name column.
HICKS

24,

Click the Add button.
Add

25.

Click an entry in the Learner ID column.
247789

A Instructors - Microsoft Internet Enplorer TS
3 3 Ty 3. L~ »

Qe - © - [x] 2] (| POsewer Joraons &0 03- 2 b - [ JE B H Fe | v

Address [(€] https: {devhr.gnis. in.goufpspfimup L EMPLOVEEELMc/LM_RESOURCE_MANAGEMENT LM_INSTR.GBLIPORTALPARAM_PTCHAY=LM_INSTR_GBLBEOPP.SCHode=ELMEEC <] [E] Go “Lmks >

ORACLE
Menu &

Search: Hew windaw | Help | Custornize Pae | 5, 4]

®

I by Favorites
> Self Senice
I Manager Self Service
- Enterprise Learning
> Instructor Tasks
> Learner Tasks

Instructor
Hicks Kathy, ISP Trooper Trainee, ISP - Recruit Acaderny

e i e Learner ID: 247789 Type: Internal
I Notifieations ‘Status:

I Catalog

1> Financial Detalls Cost: 000 curency: [USD QL

[ Learning Resources
+ User Profiles

- Internal Learners

- External Leamners Expertise: [Peoplesont

— Instructars
. Vendor: [ Q

Cost Type:

> Learner Groups
> Organizations

> Learning Reports
I Financial Reports E¢

— Set Learnine Ervironment -

Instructor Notes:

— Auto Mark Activity
Completion
— Wendor Message
Managerment
— Program Status Updates
[ SetUp ELM
[ Worklist
[ Tree Manager
> Reporting Tools

! PeonleTools ™ Mon ¥ Tue ¥ Wed ¥ Thu i ™ sat [mE
- Chande hiy Password
English =

— My Personalizations
Delivery Method Type:  [Instructor Led Training Q =l

- My Svstern Profile
& [T T 18 e meermer

Instructor Qualifications
Catalog ltem
Q@ [shovel Saiety =

Language:

— My Dictionany
distart| | (2} @ © (| (- Folow Up - Mcrosoft ou.. | & mstructors - mirosofen... | | Bl 9B @ & zozem

Step

Action

26.

Click the Status list.

Revised 1/2013
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Step Action
217. Click the Active list item.
28. Click in the Cost field.
| 0.00
29. Click in the Currency field.
30. Click the Cost Type list.
I =
31. Click the list item.
32. Click in the Expertise field.
|PeaneSuﬂ |
33. Enter the desired information into the Expertise field. Enter "', FMLA".
34. Click in the Vendor Prompt Button field.
35. Click in the Instructor Notes field.
36. Click the Add a new row at row 1 (Alt+7) button.
37. Click the Find Catalog Item button.
38. Click in the Course Code field.
39. Enter the desired information into the Course Code field. Enter "DOP™.
40. Click the Look Up button.
Loak Up
41. Click an entry in the Catalog Item column.
[EMLA for Mars & Supervisors)]
42. Release the mouse button.
43. Click the Mon option.
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2} Instructors - Microsoft Internet Explorer

Q- © - |¥] 2] D ‘psﬁ.[h /% Favortes €-’M - b L)@

Address [{@] htps://devhr.amis.n. gov/pspfimupL /EMPLOVEE /ELM/c/LM_RESOLRCE_MANAGEMENT,LM_INSTR.GELTPORTALPARAM_PTCNAV=LM_INSTR_GELSEOPP.SCHod

Search:

e
weecT| [ 6o

Cataloqg em
@ Q@ [shovel Saiety

@ [FMLA for Mgrs & Supenisors

> bty Favarites

1> Self Service

> Manager Self Service

-~ Enterprise Learning
I Instructor Tasks

b Learner Tasks [ Mon  Tue ¥ Wed ¥ Thu i ™ sat ™ sun
> Mass Enrollments
1> Notifications Language: English ¥

1> Catalog
> Financial Details
1> Learning Resources
= User Profiles
~ Internal Learners
— External Learners

Delivery Method Type:

Instructor Led Training Q

Teaching Location

nces

> Learner Groups

> Organizations

> Learing Reports

> Financial Reports

- Saf L eamning

~ utn Mark Acfivty r
Completion

~ Yendor Messaga
Management

— Program Status Undates

& [Jahns Room

Attachments
Attached File

Delete Attachment Add Attachment |

Learning Environments

1> Set Up ELM - - i
- Worklist Learning Emvironment Primary
1> Tree Manager [Core Leaming Activities [ =

> Reporting Tools
> PeopleTools

- Chanae My Password
- My Personalzations
- My Syster Profile

- by Dictionary

& I |
distart| | (2 @ @ [~ | [ FolowUp-Microsoft Ou... | &) tnstructors - Mcrosoft In...

) Save | O\ Retunto Search | (] ntify | 7 Retresh |

[Eb Add Update:Display

|8 |4 mtermet

| B2 @ # =orm

Step

Action

44,

Click the X (Close) object.

Revised 1/2013

crosoft Internet Explorer

A Instructors =13/ %]
Qs - @) - [=] (2] &2 ‘psﬁ.[h /% Favortes €-’M & J File ”‘ 4

Address [{@] https://devhr.amis.n. gov/pspfimup L /EMPLOYEE/ELM/c/LM_RESOLRCE_MANAGEMENT LM_INSTR. GBLTPORTALPARAM_PTCHAV=LM_INSTR_GELSECPP.SCHode=ELMBEC Y| (£ Go |]Unls >

Search:

Cataloqg em
@ Q@ [shovel Saiety

@ [FMLA for Mgrs & Supenisors

> bty Favarites

1> Self Service

> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks

=
=

b Learner Tasks [ Mon  Tue ¥ Wed ¥ Thu i ™ sat ™ sun
> Mass Enrollments

[> Notifications Language: English =

1> Catalog

> Financial Details Delivery Method Type:  [Instructor Led Training Q

1> Learning Resources

« User Profiles

— Internal Learners Teaching Location

— External Learners

> Learner Groups

> Organizations

> Learing Reports

> Financial Reports

- Saf L eamning

~ utn Mark Acfivty r
Completion

~ Yendor Messaga
Management

— Program Status Undates

& [Jahns Room

Attachments
Attached File Descl

First (4] 1or 1 [ Last

Delete Attachment Add Attachment |

Learning Environments

1> Set Up ELM - - i
- Worklist Learning Emvironment Primary
1> Tree Manager [Core Leaming Activities [ =

> Reporting Tools
> PeopleTools

- Chanae My Password
- My Personalzations
- My Syster Profile

- by Dictionary

) Save | O\ Retunto Search | (] ntify | 7 Retresh |

[Eb Add Update:Display

|i&] javascripk: submicAction_win0{decument, wind, LM_RM_WRK_LM_DMTHD_PROMFT'); I |

dstart| |3 @ © [~

|8 |4 mtermet

| B2 @ E =orem

J (-, Fallow Up - Microsoft Ou... | & Instructors - Microsoft In,..
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Step

Action

45.

Click the Add a new row at row 1 (Alt+7) button.

46.

Click the Find Facility button.

47.

Click an entry in the Description column.
State Personnel Department Room 31

Zh Instructors - Microsoft Internet Explorer

Q- 0 1x] &) b e Srreons € I E

B

JSEIES

J File o

Address [{&] https://devhr.amis.n. gov/pspfimup L /EMPLOYEE/ELM/c/LM_RESOLRCE_MANAGEMENT LM_INSTR. GBLTPORTALPARAM_PTCHAV=LM_INSTR_GELSECPP.SCHode=ELMBEC Y| (£ Go |]Unls >

ORACLE’

EETEE Catalog tem
@ Q@ [shovel Saiety =

> bty Favarites
I Self Servive @ [FMLA for Mgrs & Supenisors =
I Manager Self Service
[~ Enterprise Learning

I Instructor Tasks

b Learner Tasks [ Mon ¥ Tue ¥ Wed ¥ Thu i ™ sat ™ sun

> Mass Enrollments

[ Motifications Language: English =

1> Catalog
> Financial Details
1> Learning Resources
= User Profiles

~ Internal Learners

Instructor Led Training Q

Delivery Method Type:

Teaching Location

xternal Learners Preferences
Facility
I Lea s @ [Jotins Room =l
I Organizations
1> Learning Reports Q [state Personnel Department Room 31 =]

I Financial Repaorts
— SetLearning Environrment
— Auto Mark Activity
Completion
- Vendor Messane r
Management
- Program Status Updates
1> Set Up ELM
> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalzations

First (4] 1or 1 [ Last

Attachments
Attached File

Delete Attachment Add Attachment |

First [ D] Last

Learning Environments
Learning Emvironment

[Core Leaming Activities = ¥
|- My Systern Profile Estdd F] UpdatesDispl
|- by Dictionary B || Bttty

Primary

F =

) Save | O\ Retunto Search | (] ntify | 7 Retresh |

[l

|&] Done (|
Bistart| |2 & © (v

| 2 Folow Up - Microsoft ow... | &Y instrustors - Marssot In...|

|8 |4 mermet

J 2|4 B F 1z08em

Step

Action

48.

Click the X (Close) object.

49.

Click the X (Close) object.
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2} Instructors - Microsoft Internet Explorer IS
= I S, 0. o »|
Qe - O - [x] 7] @p ‘ ) searh 5 Favortes €21 DEZ SR T [ JE 3 H EH o
Address [{&] https://devhr.amis.n. gov/pspfimup L /EMPLOYEE/ELM/c/LM_RESOLRCE_MANAGEMENT LM_INSTR. GBLTPORTALPARAM_PTCHAV=LM_INSTR_GELSECPP.SCHode=ELMBEC Y| (£ Go |]Unls ki
EETEE Catalog tem |
@ Q@ [shovel Saiety =
> bty Favarites
I Self Servive @ [FMLA for Mgrs & Supenisors =
> Manager Self Service
-~ Enterprise Learning
I Instructor Tasks
b Learner Tasks [ Mon ¥ Tue ¥ Wed ¥ Thu i ™ sat "'sun
> Mass Enrollments
[ Motifications Language: English =
1> Catalog
> Financial Details Delivery Method Type:  [Instructor Led Training Q
1> Learning Resources
= User Profiles . _
~ Internal Learners Teaching Location
Exiernal Learners Preferences
Eacility
[ Learmer Groups (<} IJDhng Room =
> Organizations
I Learning Reports Q. [state Personnel Depariment Roam 31 =}
> Financial Reports
- Set Learning Ervironment Frrm— First (4 10 1 7] Last
— Autn Mark Activity Attashed Fil D = =
Completion Attached File escription
- Vendor Messane r
Management
— Brooram Status Updatas Delete Attachment Add Attachment |
1> Set Up ELM
E gz’;‘h‘ﬂz‘nagm Learning Environmets First [ B Lgst
- Reparting Taals Learning Emvironment
> PeopleTools [Core Leaming Activities =l =
- Chanae My Password
- My Personalzations
:—% g;{‘i’:ﬁp’”m“ [ Save | Q\Retunto SEErDhl [=] huotity | 4 Refresh | [EdAdd | | ] UpdateDisplay :]
|&] Done [T [& [ meemet
distart| | (2 @ @ [~ | [ Folow Up-Microsoft Ou... | &) mnstructors - Micosoft In... | | B2 @ # =om

Step Action

50. Click the Save button.

Bl Save

51.
End of Procedure.

Learning Reports

Enterprise Learning Management provides administrators support features in the Learner Reports folder
that can be used to print sign in sheets, review activity, item and program components, and monitor and
track activity and program completions.

How to Process a Sign-In Sheet
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mplk
& R Bing Rl

e Favortes 3.

s L. B8 -28- ke s @

ORACLE

Personalize Content | Layout

b My Favorites
© Self Senvice

b Manager Self Senvice

b Enterprise Leaming

b Set Up ELM

b Enterprise Components
© Worklist

1 Tree Manager

> Reporting Tools

© PeopleTools

- Change by Passworg
- by Personalizations

- Wy System Profile

|- Wy Dictionary

@ Local intranet | Protected Mode: Off

Step

Action

52.

Click the Enterprise Learning link.
[l Enterprise Learning|

Revised 1/2013

U Favortes 3.
| @ Base Navigation Page

Search: I —— -
& ﬁ Enterprise Learning

iy Favorites
View and maintain the learning catalog, learning resources and user profies. View and maintain enrolment records, and mark grades and aftendance.

> Self Senice

b lanager Self Service =] Seteaming Environment Auto Mark Activity Completion 7= Vendor essage Managem
ning Setyour current Learning Environment. Process activy completions. Review and publish queuied transactions to webcast vendors.

» Instructor Tasks
b Leamer Tasks

b Mass Enrollments Proaram Status Updates Learning Request Threshold
 Nothcations =] brocess program completons and expratins. =] i up the notfcatio treshok forlearing recuess =

Waitlist Threshold
Setup the notiication threshold for wailists.

b Catalog
b Financial Details
b Leaming Resources Process Calendar Instructor Tasks Leamer Tasks
b User Profle =] process catendar Conpel nsiruco relted tsks Conplet eamerrested asks such as enrolmen,approvale,
b Leamer Groups 5 View Scheduie supplemental learing, and learning requests. Manage activy
© Organizations I Mark Grades and Attendance and program rosters
b Leaming Reports = Enroll Leamers
b Financial Reports I Adminiter Actviy Rosters
I Adminster Proaram Resters

- SetLeaming Environment

Mass Enrollments lotifications Catalog
Process and review mass enolment transacions, Send enrolment, activit, and program noifications. Iaintain aspects of the Learning Catalog inciuding categories,
5 Enrolment keywords, tems, delivery methods, activiles, programs, and

Process Mass Enroliment
Review biass Enolment Request ‘supplemental lcaming tempiates.
) laintan Categories:
E Hantan tems
5 Maintain Delvery Wethods
Thore,

B
B

> SetUp ELW

inancial Details Learning Resources User Profiles
> Worklist
P 9 o materak, facitie, and session templates. instructors.

your general ledger. = Equipment E teralLearners
[spcmaions intain Purchase Orders B  EdemalLeamers
prErEED = aintain Training Unis. E Facities B nstuctors
[~ Chanae Ity Password 5 Review Subledger ! Session Templates:
- iy Personalizations =
- by System Profile
|- by Dictionary K] Leamer Groups K] Orqanizations K] Learning Reports

Define and maintain learer groups. Create and maintain organizatonal informaton for departments, ‘Generate earming repors reled to activiies and progrars.

= Maintain Leamer Groups customers, vendors, and fnancig organizatons. 5 Acivéy Components

o e = Review Departments 5 Activéy Roster
) Maintain Queries.  Customers 5 Activéy Transcrints
B Vendors 19 lore
E Financing Organizatons
ﬁ] Financial Reports

‘Generate fancal reports for payment information, purchase

order and raining Ut pool usage, and transactons exported to -

your general leger.

I Genersl Lodoer Detal

E Extermal Pavment -

€& Localintranet | Protected Mode: Off i~ -

Done.
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Step

Action

53.

Click the Learning Reports link.

|Learning Reports

54.

Click the Course Sign In link.
Course Sign In

‘Course Si

izin. 5= BES p -

% Fovorites 73

@ Course SignIn

ORACLE’

© Leamer Groups.

b Organizations

< Learmning Reports
b Inspector General
b Child Senvices
b Correction

- Curiculum Completions
= History by Depariment
= ltem Completion

= Leamer Transcript

= Leaming Component

~ Auto blark Activity
Completion
- Vendor blessage
lanagement
- Program Status Updates
= Learning Request
Threshold
= Watlist Tnreshold
= Process Calendar
> SetUp ELI
> Enterprise Components
> Worklist
1 Tree anager
> Reporting Tools.

- Wy System Profile

- SetLearning Environment |~

(IR v [ @ v Pagev Safetyv Tooksv @

New wingow | Help | B

Course Sign In Sheet
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Vaius \(_AGa NEWVae

Search by: Run Control ID begins with

[ case Sensitive

Search | Advanced Search

Find an Existing Value | Add 3 New value

|- by Dictionary

€ Local intranet | Protected Mode: OFf

Step

Action

95.

Enter a run control ID into the Run Control 1D begins with field.

New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.

Search

Revised 1/2013

228 |Page




& Course Signn

ORACLE’

> Leamer Groups.

b Organizations

= Learming Reports
b Inspector General
b Child Senices
bC

[ SorRumm 100131

ReportManager Process Monitor R

Run Control ID:  Irv
Transcripts

ication Status

ication Compliance
Component

~ Aclivity Component *Activity D Q
st
uriculum Completions
- History by Department
- ltern Completion
- Leamer Transcript
- Leaming Component
Progress
- Prerequisite Status
- Program Objecives
Wapping
- Program Roster
- Transcipt b
Organization
- Training Plan
eaming Course Roster

(& Save | [ Return to Search | [=] Notify Ead| F

b Financial Reports L

- Setl eaming Environment |~

= Auto Mark Actity
Completion

- Vendor Message
Management

~ Program Status Updates

- Leaming Request

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools

- Chanae Wy Password
- 1y Personalizations
- 1y System Profile L
|- My Dictionary -

Training Guide

New Window | Help | Customize Page | )&,

Done.

@ Loca inronet | Protected Mode OFF F ] mow -

Step

Action

56.

Click the Look up Activity ID (Alt+5) button.

=

57.

Click the Search by list.

58.

Click the Activity Code list item.

59.

Click the Activity Code link.
[SPD 00004 061412 06/14/2012 |

60.

Click the Run button.
Run
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o

e Favorites

\ @ Course SignIn

ORACLE’

> Leamer Groups New Window | Help | Customize Pagt Saved

b Organizations
= Learming Reports
b Inspector General
b Child Senices

Process Scheduler Request

Run Control ID: Iy

> Condion UseriD: 1251609
Components ———
ty Roster Server Name: PSNT RunDate:  P12512013 ]
Transcripts
ieston St Recurrence: RunTime:  104811AM Resetto Current Date/Time
ication Compliance Time Zone: Q
Component
A SRl P rocess List
Select Description ProcessName  ProcessType  Type “Format Distribution
Struclure SOILM131 SOILM131 Crystal Web - PDF  ~ Distribution

~ Curriculum Completions
- History by Department
- ltem Completion
~ Leamer Transcript
- Learning Component
Proaress
- Prerequisite Status
- Program Obleciives
Wappin
- Program Roster
- Transcript by
Oraanization
- Training Plan
- Leaming Course Roster
Course Sign In
> Financial Reports L
- SetLeaming Environment
= Auto Mark Activity

oK Cancel

- Watlist Tnreshold
Process Calendar

> SetUp ELM
> Enterprise Components
> Worklist
> Tree Wanager
> Reporting Tools
> PeopleTools
- Chanae Wy Password
- My Personalizations
- 1y System Profile K
|- My Dictionary -

Done.

Step

Action

61.

Click the OK button.
OK

Revised 1/2013

G Favortes 3.
| @ course signin

ORACLE’

Menu
> Leamer Groups New Window | Help | Customize Page | &,

b Organizations
= Leaming Reports
b Inspector General
b Child Senices
b Comection

{ SorRumm 100131

~ Reporthansaer Erocess Hontor

- Activty Components Run Control D:
~ Activty Roster
Process Instance: 170922
*Activity ID 5503 Q

- Learning Component
rogress
rerequisite Status
fogram Oblectives
Wapping
- Proaram Roster
- Transcript by
Oraanization
- Training Plan
Learning Course Roster
Course Sign In
> Financial Reports
- SetLeaming Environment
~ Auto Mark Activity
Complefion
- Vendor lessage

& Save | 2 Retun to Search | (= Moty s Add | Update

- My Personalizations
- 1y System Profile
|- My Dictionary -

RK_LOADPRCSMONITORPB');

submitAction_win0(document.win0, PRCSRQSTDL
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Step

Action

62.

Click the Process Monitor link.

Process Maonitor

& Course Signn

ORACLE’

b Leamer Groups.
b Organizations

& Leaming Reports Server List

Process List
© Inspecior General [ Process Li
b Child Senices

Select Instance Seq. Process Type
170022 Crystal

Go backto Course Sign In Sheet

& save | [] Notity

Process List| Server List

© Financial Reports.
- SetLeaming Environment
= Auto Mark Activity

~ Program Status Updates
- Learning Request
Threshold
reshold
Process Calendar
> SetUp ELI
> Enterprise Components
> Worklist
> Tree Wanager
> Reporting Tools
> PeopleTools
- Change My Password
- My Personalizations
- Wy System Profile
|- My Dictionary -

b Correction
userin: 1251609, Type:
Server: > Name:
Run - Distribution
Status

~ Last 1 Days
Q Instance: to
- Save On Refresh

User  Run DateTime

SOILI131 L251509 01/25/2013 10:48:11AM EST

~ _Refresh

Run Status

Queued

Bing

New Window | Help | Customize Page | ),

Distribution
Statys 2ot
A Details

Process Instance170922

@ Local ntranet | Protected Mode OFf

Step

Action

63.

Click the Refresh button until the Run Status column status is Success and the
Distribution Status column status is Posted.

Click the Refresh button.

Refresh

64.

Click the Details link.

Revised 1/2013
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i Favorites

\ @ Course SignIn

ORACLE’

- Leamer Groups New Window | Help | Customize Page | &,
I Organizations
7 Learning Reports
P Inspector General
D Child Senices

Process Detail

b Correction
Components 170022 Type: Crystal
ty Roster
SOILM131 Description: SOILM131

Transcripts
rification Status

Lent Run Status: ~ Success Distribution Status: Posted
ication Compliance
Component |
Run Control ID: 1y Hold Request
Structure Location:  Server Queue Request
- Curriculum Comletions
- Histo artment Server: PSNT Cancel Reduest
- llem Completion N | Delete Request
- Leamer Transcipt fecurrence: Restart Request
- Learning Component
Proaress
- Brerequisite Status
S Request Created On: 0112512013 10°48:15AM EST Parameters  Transfer
Mappin
- Program Roster Run Anytime After:  01/25/2013 10:48:11AM EST Message Log
- Lianseriptoy Began Process At 01/2512013 10:48:24AM EST Bateh Timings
Organization
- Training Plan Ended Process AL 0112512013 10°48:38AM EST ViewLogTrace

- Leaming Course Roster
Course Sign In
> Financial Reports L
- SetLeaming Environment
- Auto Mark Activity

oK Cancel

- Watlist Threshold
Process Calendar

> SetUp ELM
> Enterprise Components
> Worklist
> Tree Wanager
> Reporting Tools
> PeopleTools
- Chanae Wy Password
- My Personalizations
- 1y System Profile K
|- My Dictionary -

javascript:submitA ction_wind(document.win0, PMN_DERIVED_INDEX_BTN);

Step

Action

65.

Click the View Log/Trace link.

Revised 1/2013

i Favorites

| @ course signin

ORACLE’

Nenu

b Leamer Groups.

b Organizations

= Learming Reports
b Inspector General
b Child Senices

New Window | Help | Customize Page | B

View Log/Trace

ReportiD: 169519 Process Instance: 170927 Message Log
Components

Name: SOILM131 ProcessType:  Crystal

Run Status: Success

SOILM131

ribution Node: HTTP_DIST Expiration Date:  [02/01/2013

File List

Name File Size (bytes) Datefime Created

CRW SOIL131 170927 og 0 01125/2013 11:04:16.223000AM EST
© peaning Component SOILM131 170327 PDE 28170 0172512013 11:04:16.223000AM EST
- Ererequtate Status pssaltracetre 499 0112512013 11:04:16.223000AM EST
- Program Objecives Distribute To

e Distribution ID Type “Distribution ID

- Program Roster

User 1251609

- Transcript by
‘Organization
- Training Plan
- Learning Course Roster
> Financial Reports
- SetlLeaming Environment
= Auto Mark Activity
i

Retumn

agement
~ Program Status Updates

- 1y Personalizations
- 1y System Profile K
|- My Dictionary 3

Process Instance70927 @i Local intranet | Protected Mode: Off G~
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Step Action

66. Click the PDF link to review the Sign In Sheet and print for class.
|SOILM131 170827 PDF
67. You will see all learners who were in an "Enrolled" status.

End of Procedure.

How to Run History by Department Report

How to Run Activity Transcripts Report

The Activity Transcript report allows you to review course completion information based on course or
activity level. This report shows completion status, grade status, and notes (entered by instructor or
grader at the Admin Roster Level) for all those with a completed or not completed status.

& Employee-facing registry content - Windo - o ] - A =
&5 ()= [ tttps//hv.grisingov/psp/Imprd EMPLOYEE ELW/ Ttab=DEFAULT ~ 1 State ofIndiana 5] [ 44 [ x| [ 8ing P~

& Employee-facing registry content B v B v = & v Page Safetyw Tookv @+

ORACLE’

Personalize Content | Layout Hel

Step Action

1. Click the Enterprise Learning link.
[l Enterprise Learning|
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i Favorites .

[R e rargmammvage

Favgrites

ﬁ Enterprise Learning

Main Menu > Enterprise Leaming

View 3 profi

=] Set Leaming Envronment
Setyour current Learning Environment.

Proaram Status Updates
Process program completions and expirations.

=] Brosess Calendar
Process Calendar

Mass Enrollments

Process and review mass enrolment ransactions.
es: Enrolimen

] Review lsss Enrolment Request

Financial Details

View and maitain enrolment records, and mark grades and attendance

Auto Mark Activity Completion

Process activty completions.

[j=] Leamina Request Threshaid
Setup the otification threshold for learring requests.

Instructor Tasks
Complete instructor-related tasks.
E View Schedule

=] Mark Grades and Attendance:

Notifications
Send enrolimen, activty, and program notifications.
] Encoliment

Leaming Resources

¥e

‘subledger and export financial transactions fo your general ledger.
Maintsin Purchase Orders

] Maintain Training Units

=] Review Subledaer

ﬁ Learner Groups

Define and maintain earner groups.
=) Waitai Leamer Groups
=] Populse Leamer Growps
=) Maitai Queries

ﬁ] Financial Reports

‘Generate financia reports for payment information, purchase order and
‘raining unit poolusage, and transactions exported o your generaledger.
=) General Ledger Detal
=] External Payment
=) Payment Pending

equpment, materials,
facilties, and session templates.

= Equipment

= Material

Facities
1=l Session Templates
ﬁ Orqanizations
Create and maintain organizational informatin for depariments, customers,
vendors, and fancing organizations.
= Review Depariments
= Customers
= Vendors
= Einancing Organizations

Vendor M
Review and publish queued transactons.

=] Waitist Threshold
Set up the nolification threshold for wattists.

Leamer Tasks

Complete leaner-related tasks such as enrolment, approvals, supplementl

learning,

= Enroll Leamners:

=l Administer Activy Rosters

=] Administer Proaram Rosters
Blore.

ﬁ] atalog

Haintai aspecis of he Learning Catslog incluing categories, keywords,
iems, delivery methods, actvies, programs, and supplemental learing
tempiates.
E lainiain Cateqores

ﬁ] User Profiles

Maintai user profies for nernal and externalleamers and instrucors.
E nteral Learners
E Exemalleamers
 nstructors

ﬁ Leaming Reports
Generate learning reports related to acfiviies and programs.
civ onents

] Activiy Roster
] Actviy Transerits
18 More.

https://hi85.gmis.in.gov/psp/Im90prd/EMPLOYEE/ELM/c/LM_LRN_REQ.LM_LRQ TRHLD_NOTIF.GBL?PORTALPARAM_PTCNAV=LM_LR¢

5
-

€& Local intranet | Protected Mode: Off A v W10% -

Action

Click the Learning Reports link.

|Lean|ing Reports

Click the Activity Transcripts link.

Ec ivity Transcripts

Revised 1/2013
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[ Activity Transeripts -

A hitps://hi@5.gmis.n.gov/psp/Im90prd/EMPLOYEE/ELIM/c/LM_ENRLMT RCTL_ENRT_TRNS_RPT.GBLZPORTALPARAM_PTCNA ~ 3 State of Indiana [US] X

Home | Workist | _Add to Favortes.
Favorites - Main Menu > Enterprise Learning > Leaning Reports > Activity Transcripts

ENewwindow  ? Help B ntip
Activity Transcripts

Enter any information you have and click Search. Leave fislds blank for a list of all values.

FEEECITRENT ( AddaNew Value

Maximum number of rows to return (up to 300): [300

Search by: Run Control ID begins wih

[case sensitive

Search  |advanced Search

Find an Existing Value | Add a New Value

B - B - @ - Peger Seiety~ Toosw @ 7

€& Local intranet | Protected Mode: Off fa v ®10% -

Step

Action

Enter a run control ID into the Run Control ID begins with field.

New run control ID's may be added by clicking the Add a New Value tab.
Click the Search button.

Revised 1/2013
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[€ Activity Transcripts - Windows

(€IS ity /G5 s in g m0prdEVIPLOYEE/ELV /L _ENRLAIT RCTL ENRT_TRNS_RPT.GBLIPORTALPARAIPTC » 5 Idenified by UstRTrust [ & | Y X
e B B - ) @ - Pagev Sefeyw Tookv @+
e " @ nNewWindow ? Help [ Customize Page B http
e
Step Action
5. Select the Report Request Parameter(s) needed to run the report.
You must select a Catalog Item Name or Activity Code for this report to run to success.
NOTE: If you are running a report on a Catalog Item Name (i.e. IRUA training) you may
want to narrow down the results by also adding the Activity Code into the search
parameters. This is only relevant when an Item has multiple activities and it is important to
select the right activity.
Click the Activity Code object.
6. Click the Look up Catalog Item 1D (Alt+5) button.
7. Enter the Course Long Name or click the Look Up button.
NOTE: If you don't know the Course Long Name you can use the Advanced Look Up
feature.
Click the Course Long Name link.
IIOT- Infarmation Resource se Agreement Trainingl
8. Click the Run button.

Run

Revised 1/2013
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Training Guide

p/Im0prd/EMPLOYEE/ELM/c/LM_ENRLMT.RCTL_ENRT_TRNS_RPT.GBL?PORTALPARAM_PTCNA ~ G State of Indiana [US] [ ¢4 | x |[[=] 8ing

o~
| & Activity Transcripts [ B v B - = @ v Pagev Sofetyv Toosv @+
RACLS
Hom Addto Favorts Sign out
Favorites  Main Menu > Enterprisg Leaming > Leaming Reports >  Activty Transcrpts
Gl ? B
ENew Window  ? Help &’ Customize Page ‘ coved ‘
Process Scheduler Request
UserID: 1251609 Run Control ID: Inv
Servertame: [PSNT Runpate: (017292013 B
Recurrence: * RunTime:  [105028AM | Resetto Current Date/Time
Processlame Process Tye Type “Format
LUTRANRT Crystal Web v PDF v Distrioution
| OK | Cancel
Done €& Local intranet | Protected Mode: Off fa v ®10% -

Click the OK button.

Revised 1/2013

& s s> gmisingov

P83

iy Favorites

/mO0prd/EMPLOYEE/ELV/c/LM_ENRLMT RCTL_ENRT.TRNS_GPT GBLIPORTALPARAM_PTCNA + 3 Stteofndiana US| ¢7 | x || 21 £

| & Activity Transcipts

ORACLE"

Favgiites

Actvity Trans cripts

Man Menu > Enterprisg Leamning > Leaming Reports > Activey Transcripts

Run Control ID: Irv

Report Request Parameter(s)

Report Manager  Process Monitor |- RUA-]

Process Instance: 171087

Catalog item Name:
Activity Code:

10T - Information Resource Use Agreen
Q

Process Instanced 71087

| workist | Addto Favortes |

Sign out

€ Local intranet | Protected Mode: OFf L7

R10% -
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Step

Action

10.

Click the Process Monitor link.

Process Maonitor

[ Activity Transcripts - 5

b https://heB5.gmis.in.gov/psp/Im90prd/EMPLOYEE/ELM/c/LM_ENRLMT RCTL_ENRT_TRNS_RPT.GBL?PORTALPARAM_PTCNA ~ G} State of Indiana [US]

4 Favorites .
[

I B v B v = @ v Page Safetyw Took~v @+

Home | Workist | AddtoFavortes | Signout

Favgrites - Main Menu > Enterprise Leaming > Leaming Reports > Activty Transcripts

Process Request For

@NewWindow ? Help [’ Customize Page 8 nttp

UserI:[L251609 | Q. Type: - Last | [[Main Content | 'Days - Refresh
server: - Name: | @ Instance: | to |

| Distribution - ave On Refresh
status: Status:

Process

471087 Crystal LMTRANRT 1251609 01/29/2013 10:50:28AM EST Initiated NA Details.
171085 SOR Report SOILMACT |L251609 01/29/2013 10:23:13AM EST Success Posted Details
171075 SQR Report SOILMACT  L251609 01/29/2013 8:45:55AM EST Success Posted Details
7ot sam Repor SOLUACT 1251600 01292013 S4LTANEST  (cumsess  Posted Dol
171073 SOR Report SOILMACT L251609 01/20/2013 8:44:01AM EST Success Posted Details
171051 SOR Report SOILMACT 'L251609 01/28/2013 3:27:11PM EST Success Posted Details
7041 saR Report SOLUACT 1251600 01282013 26HHPUEST (cumsess  Postod Dol
i7i63 | sam Report SOLUACT 1251609 01282013 12301PUEST (Gussess  Posted  Dsils
171034 Crystal SOILM131 251609 01/28/2013 12:01:45PM EST Success Posted Details
171031 SOR Report SOILMACT |L251609 01/28/2013 11:58:08AM EST Success Posted Details
71020 s Report SOLUACT 1251600 01282013 1145 SOANEST sumsess  Postod Dol

Go backto Activity Transcripts
B save | =] Notity

Process List| Sewer List

Process Instance:171087 € Localintranet | Protected Mode: OFf £ | ®100% -

Step

Action

11.

Click the Refresh button until the Run Status column status is Success and the

Distribution Status column status is Posted.

Click the Refresh button.
Refresh

12.

Click the Details link.

Revised 1/2013
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| & Activity Transcripts BB = & - Pager Ssfeyv Took- @ 7

ORACLE"

Favorites  Main Menu > Enterprise Learing > Leaming Reports > Activity Transcripts

Home | Workist | AddtoFavortes | Signout

in]

@nNewWindow ? Help & Customize Page

Process Detail

Instance: 171087 Type: Crystal
Name: LMTRANRT Description: LMTRANRT
Run Status:  Success Distribution Stati Posted
O
Run Control Inv Hold Request
Location:  Sewer Queue Request
e Cancel Roauest

O Delete Request
Restart Request

T —— 5 el

Recurrence:

Request Created On: 01/29/2013 10:50:3341 EST Parameters  Transfer
Run Anytime After:  01/29/2013 10:50:2841 EST Messaqe Log
Began Process At 01/20/2013 10:50:5420 EST Batch Timings
Ended Process At 01/20/2013 10:5121AM EST View Log/Trace

[ oKk Cancel |

javascript:submitAction. INDEX_BTN'); € Localintranet | Protected Mode: Off S5 v ®100% -

in0(document.wi

Step

Action

13.

Click the View Log/Trace link.

Revised 1/2013

| Favortes s

| & Activity Transcripts B v B v O @ v Pagev Sofetyv Toosv @+

ORACLE"

Home | Workist | AddtoFavortes | Signout

Favorites  Main Menu > Enterprisg Leaming > Leaming Reports >  Activty Transcrpts
E0NewWindow 7 Help [ Customize Page B nip

View Log/Trace

ReportiD: 169572 Process Instance: 171087 Message Log

Name: LUTRANRT ProcessType:  Crstal

Run Status: Success

LUTRANRT

Distribution Node: HTTP_DIST Expiration Date:

Hame File Size (bytes)  Datetime Created

CRW LWTRANRT 171087100 0 0112012013 1051:21.1470004H EST

LUTRANRT 171087 PDF 42,660 0112912013 105121, 14700044 EST

pssaltrace trg 505 0112912013 105121 147000AH EST

Distribute To

stribution 1D Type “Distribution 1D

User L251609
| Retun
Process Instance: 71087 €& Local intranet | Protected Mode: OFf fa v ®100% -
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Step Action
14. Click the PDF link to review the Activity Transcript report.
LMTRANRT 171087.PDF|
15.

End of Procedure.

How to Run a Learner Transcript Report

The Learner Transcript report is a SOl DOC customization of the delivered Learner Transcript. This
report lists a summary of completed learning and grades for a learner.

ORACLE’

Personalize Content | Layout

- Change Wy Password
- by Personalizafions

€& Local intranet | Protected Mode: OFf

SEBE Y n

407 PM

1/25/2013

Step

Action

Click the Enterprise Learning link.
[l Enterprise Learning|

Revised 1/2013
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[@ Base Navigation Page - Windo

@O- | . https://hr.gmis.ingov/psp/Imprd/EMPLOYEE/ELM/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormula Script AppHP?pt fame=( ~ 1 State of Indiana [US] | ¢ X

Training Guide

Bing

L Favortes 3.

\ {@ Base Navigation Page

ORACLE’

Search:

0 by Favorites

> Self Senice
b lanager Self Service
» Enterpr nin

b Instructor Tasks
b Leamer Tasks

b Wass Enroliments
b Notifications

b Financial Reports

- SetLeaming Environment

~ Auto Mark Actiity
Completion

- Vendor Message
Wanagement

- Program Status Updates

- Leamning Request
Threshold
aitist Threshold
- Process Calendar

> SetUp ELM

[ Enterprise Gomponents

> Workiist

1 Tree anager

> Reporting Tools

> PeopleTools

|~ Change Wy Password

|~ My Personalizations

- 1y System Profile

|- by Dictionary

ﬁ Enterprise Learning

View and maintain the learning catalog, learning resources and user profies. View and maintain enrolment records, and mark grades and attendance.

= Seteaming Environment
Setyour current Learning Environment.

[ Proaram Status Updates
Process program completions and expirafios.

[} Process Calendar

Process Calendar

Mass Enrollments
Process and review mass enolment transacions,
B process Mass Enrolment

5 Review Mass Enroliment Request

ﬁ] Financial Details
Defne purchase order and traning un pools. Update and
o

o

your general ledger.

5 Maintain Purchase Orders

E Maintai Training Units

5 Review Subledger
2More.

ﬁ Leamer Groups
Defne and maintain leamer groups.
5 iaintain Leamer Groups
Popuite Leamer Groups
= laintain Queries

ﬁ] Financial Reports

‘Genersle financial reports for payment information, purchase
order and raining Ut pool usage, and transactons exportzd to
your general leiger.
I Genersl Ledger Detl
E External Payment

Auto Mark Activity Completion

Process activy completions.

[ Learina Request Threshoid
Setup the notfication threshold for learning requests.

Instructor Tasks
Complete instruct
B View Scheduie

5 Mark Grades and Attendance

elated tasks.

lotifications
Send enrolment, activit, and program noifcations.
B Enrolment

ﬁ] Learning Resources

Define and maintain earning resources nciding eauipmen
mateias, faciies, and session tempates.

= Eaupment

= iateril

= Facities

= Session Tempiates.

ﬁ Oraanizations
Create and maintan organizatonal informaton for departments,
cusiomers, vendors, and fnancig organizafons.
= Review Depariments
= Cusiomers
= Vendor:
5 Financing Oroanizafions

ﬁ]clog

4

Z

Vendor Message Management
Review and publish queued transactions to webcast vendors.

Waitlist Threshold
Setup the notiication threshold for walists.

Leamer Tasks
Complete leamer-related fasks such as enrolment, approvals,
‘supplemental leaming, and learning requests. Manage activity

) Administer Program Rosters
e,

al
Iaintain aspects of the Learning Catalog inciuding categories,
ceywords, tems, deiivery methods, aciviies, programs, and
‘supplemental eaming tempiates.
) Hainiai Cateqories
E Hanan tems
B Maintan Deivery Wethods
Thore.

User Profiles
Maintain user profiles for interal and external learners and
instructors.

5 internal Learners

5 External Leamers

B structors

Leaming Reports
‘Generate leaming reports related to aciviies and programs.

B Actvi el
B Actvi) oot
5 Actvi

18

Ittps:/hr.gris.in.gov/psc/Imprd/EMPLOYEE/ELM/s/WEBLIB_PTPP_SC HOMEPAGE FieldFormula Script_AppHP?scnames= CO_ENTERPR

@ Localnranet Protected Mode, OFF

Action

Click the Learning Reports link.

|Lean|ing Reports

Click the Learner Transcript link.

|Lean|er Transcri@
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[@ Learner Transcript - Windows Int
@ O @[ 2, https//hr.gmisingov/psp/Imprd/EMPLOYEE/ELM/</SO] CUSTOM RPTS.RUN_SOILM002.GBLZPORTALPARAM_PTCNA

L v 3 State of Indiana [US] | 5 | A Bing o~

% Favorites .

\ @ Leamer Transcript

ORACLE’

Menu
I Learner Groups
I Organizations
7 Leamning Reports -
S epac: Bonral Learner Transcript SOI
Enter any information you have and click Search. Leave fields blank for a list of all values.

New Window | Help |

Find an Existing Value Y Add a New Value

Transcripts
ication Status Run Control ID: begins with + |

ficaion Compliance | [ case sensitve

ty Component
Search Clear | Basicsearch [E Save Search Criteria

Find an Existing Value | Add a New Value

ares
rerequisite Status
roqram Obieciives
lapping
- Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools

- Change Wy Password
- 1y Personalizations

- 1y System Profile

|- My Dictionary -

Action

Enter a run control ID into the Run Control ID begins with field.
New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
Search

Revised 1/2013
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[@ Learer Transcript - Windows Inter

@" [ 2] https://hr.gmisin.gov/psp/Imprd/EMPLOYEE/ELM </ SOL CUSTOM_RPTS.RUN_SOILMO02.GELPORTALPARAM PTCNAV= + 1 Identified by USERTrust | ¢7] X Bing P~

% v B - ) @ v Pagev Safetyv Tookv @~

1> Leamer Groups. - New Window | Help | Customize Page | &,
b Organizations

= Leaming Reports
b Inspector General
b Child Senices

[ Toarmer Tramscrpt

Run Control ID: Irv RepotManacer process wontor e _|

Organization Type:  Leamer

“Leamer: Q
“From Date: B

“End Date: ]

* Required Field

Tools.
> PeopleTools

- Chanae Wy Password
- 1y Personalizations
- 1y System Profile

|- Wy Dictionary -

@ Loca inronet | Protected Mode OFF G - mamw -

FEBSY Y

Step Action

5. Select the Report Request Parameter(s) needed to run the report.

NOTE: For this report to run to success you must select all required fields which include;
learner, from date, and end date.

Click the Look up Person ID (Alt+5) button to find the learner.

=

6. You can type in the Learner ID (different from PeopleSoft ID) or search by First and Last
Name.

Click the Look Up button.

Look Up
7. Iick the Learner ID link associated to the employee.
> q
8. Click the Choose a date (Alt+5) button to select the "From Date".
9. Click the Choose a date (Alt+5) button to select the "End Date".
10. Click the Run button.
Fun
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% Favorites .

| @ Leamer Transcript
ORACLE'

Menu
> Leamer Groups.

b Organizations

= Leaming Reports

b Inspector General

Process Scheduler Request

Run Control ID: Iy

b o Senices wserd wasto09
= Adtv
Server Name: PSNT
Transcripts
Recurrence:

cation Status
u:?:tmn Cumg‘hznce Time Zone:
omponen
Progress S Process List
Adtivity Component Select Description
< SOILI002

= Learning Component
Lesimig Component
rerequisite Status OK. Cancel
rogram Qbjectives —I_I
Mappin
~ Program Roster
= Transcript by
Organization
= Training Plan
= Learning Course Roster
= Course Sign In
> Financial Reports E
= SetLeaming Environment

- Watlist Threshold

Process Calendar
o Setup ELM

1 Enterprise Components
> Workiist

o Tree Manager

> Reporting Tools

1 PeopleTools

|- Change My Password
- iy Personalizations

- iy System Profile L4

RunDate: 012512013 &

Resetto Current Date/Time

RunTime:  249:14PH
ProcessWame  ProcessTwpe  *Type *Format
SOILMD0Z Crystal Web  ~ PDF

New Window | Help | Customize Page | B

|- by Dictionary -
Process Instance70955

Step

Action

11.

Click the OK button.
OK
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GO
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| @ Leamer Transcript
ORACLE’

Nenu
b Leamer Groups.
b Organizations

~ Leaming Reports
b Inspector General

b Child Senices

b Comection

- Atvity Components
Activity Roster

| Leamer Transcript

Run Control ID: Irv

“End Date:

Hi
on
= Learner Transcript * Required Field

- Leamning Companent

roaress
rerequisite Status
rogram Obiecives

lapping

= Program Roster

= Transcript by
Organization

= Training Plan

= Leaming Course Roster

= Course Signin
b Financial Reports
- SetLeaming Environment

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools.

- Change Wy Password
- 1y Personalizations

- 1y System Profile

|- by Dictionary -

Organization Type:  Leamer
Lindsay Chastain Q

ReporManager  Process Montor _RU7
Process Instance:170956

070172012 B
0112502013 )

New Window | Help | Customize Page | &,

Process Instance170956
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Step

Action

12.

Click the Process Monitor link.

Process Maonitor

[@ Learner Transcript - Windows Int S———

@Q- [ bttps://hr.gmisingov/psp/Imprd/EMPLOYEE/ELM /c/SO1 CUSTOM_RPTS.RUN_SCILM002.GEL FolderPath=PORTAL ROOT_C + 3 State of Indiana [US] | 47 | X Bing kg

[

@ Leamer Transcript

ORACLE’

b Leamer Groups. -
b Organizations
= Leaming Reports

Process List
b Inspector General !

ServerList

userin: 12516091, Type:
Server: > Name:

Run -
Status:

~ Last 1 Days
Q Instance: to

Distribution -

~ Actvity Component Process
Structu

~ Curriculum Completions

Select Instance Seq. Process Type
170055
170054
170953
170052
170051
170935
170034
170033
170932
170031
170029
170928
170027
170023
170922

User  Run DatefTime

Name
SOILMO02 L251609 0112512013 2:33:40PH EST
SOILMROS L251600 0112512013 2:2252PH EST
SOILMROS L251609 0112512013 2:2054PH EST
SOILMROS L251609 0112512013 2:1306PH EST
SOILMROS L251609 0112512013 2:08:31PH EST
SOILM131 L251609 01/25/2013 11:59:32AM EST
SOILM131 L251609 011262013 11:57:57A EST
SOILMA31 251609 01/25/2013 11:56:25AH EST
SOILM131 L251609 01/25/2013 11:55:13AM EST
SOILM131 251609 011262013 11:52:424H EST
SOILMACT L251609 01/25/2013 11:09:59AH EST
SOILM131 L251609 01/25/2013 11:05:28AM EST
SOILI131 251509 011252013 11:03:48AH EST
SOILMA31 251609 01/25/2013 10:50:58AH EST
SOILM131 L251609 01/25/2013 10:48:11AM EST

e
- ltem Completion
= Learning Component
rerequisite Status
rogram Objectives
Mapping
= Program Roster
= Transcript by
Organization
= Training Plan
= Learning Course Roster
= Course Sign In
> Financial Reports
= SetLeaming Environment
= Auto Mark Activity

Crystal
Crystal
Crystal
Crystal
Crystal

Crystal
Crystal
Crystal
Crystal
SOR Report
Crystal

Crystal
Crystal

Crystal

- Watlist Tnreshold
Process Calendar

> SetUp ELI
> Enterprise Components
> Worklist
> Tree Wanager
> Reporting Tools
> PeopleTools
- Change My Password
- 1y System Profile
|- by Dictionary

G backto Leamer Transcrint SOI

@ sove | E oty |

| Process List| Server List

~ _Refresh

Run Status
Queued
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Suctess
Success

Distribution
Status
NiA
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted

Detaits
Detaile
Details
Details
Detaile
Details
Details
Detaile
Details
Details
Detaile
Details
Details
Details
Details
Details

~ Psgev Safety~ Tookv @+

New Window | Help | Customize Page | )&,

Process Instance70955

Step

Action

13.

Click the Refresh button until the Run Status column status is Success and the

Distribution Status column status is Posted.

Click the Refresh button.

Refresh

14.

Click the Details link.
Cretail
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o~

[ Leame Transcript - Windows Tt
&5 ()= [ ttps//hv.gmisingov/psp/Imprd /ENMPLOYEE/ELM/c/SOL CUSTOM_RPTS.RUN_SOILMI0) GBL 3 LROOTC v B A= eing

% Favorites .

\ @ Leamer Transcript

ORACLE’

Menu
> Leamer Groups.
b Organizations

= Learming Reports Process Detail
b Inspector General

Type: Crystal
Description: SOILN002

Instance: 170055

Transcripts Name: SOILM002

— Run Status:  Success

ares
rerequisite Status

- Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

Began Process At 01/25/2013 2:34:00PM EST

Ended Process At 01/25/2013 2:34:14PM EST

oK cancel

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools

- Chanae Wy Password
- 1y Personalizations

- 1y System Profile

Distribution Status: Posted

fication Compliance
ty Component i
Run Control ID: rv Hold Request
Location:  Sener Queue Request
Server: PSNT ‘Cancel Request
Delete Request
Recurrence: Restart Request.

100ram Oblegives Request Created On: 0112512013 2:33:43PM EST Parameters  Transfer
lizoning Run Anytime After: 0112512013 2:33:40PM EST Message Log

Batch Timings
View LogTrace

v [ & v Pagev Safetyv Tookv @+

New Window | Help | Customize Page | B

|- Wy Dictionary -
Process Instance170956

Step

Action

15.

Click the View Log/Trace link.
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U Favortes 5.

| @ teamer Transcript

ORACLE’

Nenu
b Leamer Groups.

b Organizations

& Learming Reports

b Inspector General
b Child Senices

View Log/Trace

b Cortection ReportiD: 169547 Process Instance: 170955
Actity Components
t/Roster Name:  SOILMOO2 ProcessType:  Crystal
selits Run Status: Success

ication Status

£| solmooz

Distribution Node:  HTTP_DIST Expiration Date: 02

File List
Name File Size (bytes)
CRW_SOILI002 17095510 0

SOILM002 170955PDF 68,102

pesaltracetre 501

Distribute To
Distribution ID Type
User

roaress
rerequisite Status
roqram Obieciives
*Distribution ID

L251609

= Leaming Course Roster
= Course Signn

b Financial Reports

- SetLeaming Environment

= Auto Mark Activity
Complefion

- Vendor lessage
Management

- Program Status Updates

Return

> Enterprise Components
> Worklist
> Tree Wanager
> Reporting Tools.

> PeopleTools.

- Change Wy Password
- 1y Personalizations
- 1y System Profile K
|- My Dictionary 3

Message Log

Datetime Created
01/25/2013 2:34:14.857000PM EST
01725/2013 2:34:14.857000PW EST
01/25/2013 2:34:14.857000PM EST

(I v I & v Pagev Safetyv Tookv @v 7

New Window | Help | Customize Page | B

®100% -

https://hr.gmis.in.gov/psreports/Imprcl/169547/SOILM02_170955.PDF
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Step Action

16. Click the PDF link to review the Learner Transcript Report.

|SGILMEIEIE 170855 PDF

17.
End of Procedure.

How to Process a Learning Course Roster Report

The Learning Course Roster report tracks completion of an activity by the activity code. This report
allows you to filter the results by Business Unit and/or Learner Group.

Employee-facing

i F
& Employee
ORACLE’

Personalize Content | Layout

Ihttps:/hr.gmis.in.gov/psp/Imprc/EMPLOYEE/ELMY/s/WEBLIB_PTPP_SCHOMEPAGE FieldFormulaJScript_AppHP?pt_fname=CO_ENTERF

T B a2 E

@ Localinte

Step Action

1. Click the Enterprise Learning link.
[ Enterprise Learning
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L Favortes 3.

\ {@ Base Navigation Page

Search:

1 iy Favorites

1 Self Senice
1 lanager Seif Service
= Enterpr nin

b Instructor Tasks

b Financial Reports
- SetLeaming Environment
~ Auto Mlark Actiity

aitist Threshold
- Process Calendar
> SetUp ELM
[ Enterprise Gomponents
> Worklist
1 Tree anager
> Reporting Tools
> PeopleTools
[~ Change Wy Password
|~ My Personalizations
- My System Profile
|- by Dictionary

ﬁ Enterprise Learning

Training Guide

o

View and maintain the learning catalog, learning resources and user profies. View and maintain enrolment records, and mark grades and attendance.

Set Learning Environment
=] 52 you urotLorning Emronet

= brocess program comletons and expratins.

[} Process Calendar

Process Calendar

Mass Enrollments
Process and review mass enolment transacions,
B process Mass Enrolment

5 Review Mass Enroliment Request

ﬁ] Financial Details ﬁ]
Define purchase order and training un pool. Update and
b

o

your general ledger.

5 Maintain Purchase Orders

E Maintai Training Units

5 Review Subledger
2Hore.

ﬁ Leamer Groups ﬁ
Defne and maintain leamer groupe.

) Maintain Learer Groups
Populate Learner Groups:
5 Haintain Queries

ﬁ] Financial Reports

‘Generste financal reports for payment information, purchase
order and raining Ut pool usage, and transactons exported fo
your general leger.
I Genersl Ledger Deta
E External Payment

Proaram Status Updates =

Auto Mark Activity Completion

Process activy completions.

Learning Request Threshold
Setup the notfication threshold for earning requests.

Instructor Tasks
Complete instruct
B View Schedule

5 Mark Grades and Attendance

elated tasks.

lotifications
Send enrolment, activit, and program noifications.
B Enrolment

Leaming Resources
Defne and maintain leaming resources including equipment,
material, faciltes, and session templates.

5 Equipment

) listerial

) Facilties

) Session Temphates.

Oraanizations
Create and maintain organizational nformation for departments,
customers, vendors, and fnancig organizatons.

B Review Departments

= Customers:

E Vendor

B Financing Organizations

[[=] Vendor essage Management
Review and publish queued transactions to webcast vendors.

[ Waitst Threshoid
Set up the notiication threshold for wailists.

Leamer Tasks
Complete leamer-related fasks such as enrolment, approvals,
‘supplemental leaming, and learning requests. Manage activity

) Administer Proaram Rosters
e,

I
eywords, tems, deivery methods, activies, programs, and
‘supplemental eaming tempiates.
) lainiai Cateqories
E Hanan tems
B Haintan Deivery ethods
Thore,

ﬁ] User Profiles
Maitai user profis for internal and externalcarners and
instructors.
= itemal Learners
= External Leamers
= nsictors

ﬁ Learning Reports
Generate learning reparts related to activiies and programs
I actvey Components
I Actvey Roster
= Activy Transcrits
18 Ho

@ Localnranet Protected Mode, OFF

Action

Click the Learning Reports link.

|Lean|ing Report

Click the Learning Course Roster link.

Learnin

Course Roste|
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@ Leaming Course Roster

ORACLE’

> Learner Groups
I» Organizations
e e ool Learning Course Roster
b Child Senices Enter any information you have and click Search. Leave fields blank for a list of all values.
b Correction
Actity Components Find an Existing Value " Add a New Value

Roster

ppnea Search by: Run Control D begins wih |

icafion Compliance
Component
Progress

- Adtivity Component Search |
Strudture

- Cumculum Completions

- History by Department

- llem Comnpletion

- Leamer Transaript

- Learming Component
Proaress

- Prerequiste Status

- Prooram Obiedives
lapping

- Program Roster

- Transcipty
Qrganization

- Training P

[l case sensitive

Find an Existing Value | Add a New Value

= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

~ Program Status Updates

- Learning Request
Threshold

- Watlist Threshold
- Process Calendar

> SetUp ELM

> Enterprise Components

> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools

- Chanae Wy Password

- My Personalizations

- 1y System Profile

|- by Dictionary -

Training Guide

New Window | Help |

Done.

Action

Enter a run control ID into the Run Control ID begins with field.

New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
Search

Revised 1/2013
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> Leamer Groups.
b Organizations
= Leaming Reports
b Inspector General
b Child Senices

New Window | Help | Customize Page | )&,

*Activity Code: @
Business unit Q

Learner Group @

omponent

& save | A Returnto Search | [=] Notity Eradd| £

Tools.
> PeopleTools

- Chanae Wy Password
- 1y Personalizations
- My System Profile

|- Wy Dictionary -

Done €& Localintranet | Protected Mode: OFf 5 v ®M10% v

FEQE Y %

Step Action

5. Select the Report Request Parameter(s) needed to run the report.
You must select an *Activity Code, but Business Unit and Learner Group search fields
are optional.
NOTE: If you are running a report on a large activity (i.e. ethics training) you may want to
narrow down the results by searching by Business Unit or Learner Group.

6. Click the Look up Activity Code (Alt+5) button.

7. Enter the Activity Code and click the Look Up button.
NOTE: If you don't know the Activity Code you can use the Advanced Look Up feature.

Look Up

8. Click the Activity Code link that matches the naming convention for the course.
SPD 00009 07262012

9. Click the Run button.

Run

Revised 1/2013
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\ @ Leaming Course Roster

ORACLE’

Menu

I Learner Groups
I Organizations

7 Learning Reports Process Scheduler Request
P Inspector General

Run Control ID: Iy

Training Guide

New Window | Help | Customize Page | B

SOILMACT

- Learning Component
roaress

- Prerequisite Status

- Program Obleciives
Wappi

- Program Roster

- Transcript by
Oraanization

oK Cancel

b Financial Reports L
- SetLeaming Environment
= Auto Mark Activity

- Watlist Threshold
Process Calendar
> SetUp ELM

> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools

- Chanae Wy Password
- My Personalizations

- 1y System Profile K
|- Wy Dictionary -

b Child Senvices .
> Condion UseriD: 1251609
= Activ ———
Server Name: PSNT RunDate:  P12512013 ]
Transcripts
P Recurrence: RunTime:  1109:59AM Resetto Current Date/Time
ication Compliance Time Zone: Q
Component
A SRl P rocess List
Select Description ProcessWame  ProcessType  Type “Format Distribution
SOILMACT SOR Report Web - PDF - Distrioution

Done.

Step

Action

10.

Click the OK button.
OK
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| @ Leaming Course Roster

ORACLE’

Menu
b Leamer Groups.

b Organizations

~ Leaming Reports

b Inspector General

b Child Senices

b Comection

- Atvity Components
= Activity Roster

[ Tearning Gotrse Roster

ResontManager Process bonior

Process Instance:170929

Run Control ID:  Irv

| *Activity Code: SPD_00009_07262/Q  Professional Customer Service

Business Unit Q

Learner Group Q

rerequisite Status
fogram Objectives

Wapping

- Proaram Roster

- Transcript by
Oraanization

- Training Plan

& save | A Returnto Search | [=] Notity Eradd| 5 -

Learming C:

= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

Complefion
- Vendor lessage

- My Personalizations
- 1y System Profile

New Window | Help | Customize Page | &,

|- My Dictionary -

Process Instance170929
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Step

Action

11.

Click the Process Monitor link.

Process Maonitor

U Favortes 3.

€ Leaming Course Roster

ORACLE’

0 Leamer Groups
b Organizations
~Leaming Repors
b Inspedtor General
b Child Senices
b Correction
- Activty Components. Userip: [ 251600 @ Type: - Last 1] Days
ity Roster
Transcripts Server: ~  Name: @ Instance: to
rification Status Run - Distribution -
ication Compliance Status:
Component
ess
~ Actvty Component
Structure
- Cumculum Completions
- History by Department
- lter Completion 170028
- Leamer Transcript
- Leaming Component 1roaz1
aress 170023
rerequisite Status
aram Objectives Tz
lapping
aram Roster
ranscipt b
T

[ Process List \_Sener List

Process List

Process
Name

SOILMACT L251609 01/25/2013 11:09:59AH EST
SOILMA31 L251500 01/125/2013 11:05:28AM EST
SOILM131 L251609 01/25/2013 11:03:484M EST
SOILM131 L251609 01/25/2013 10:50:584H EST
SOILM131 251600 01/25/2013 10:48:11AM EST

Select Instance Seq. Process Type User  Run DateTime

170029 SQR Report
Crystal
Crystal
Crystal

Crystal

- Training Plan
Go backto Leaming Course Roster

& save | [=] Notity

Process List| Server List

b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

- Program Status Updates

- Learning Request
Threshold

- Watlist Threshold
- Process Calendar

> SetUp ELI

> Enterprise Components

> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools

- Change My Password

- My Personalizations

- 1y System Profile

|- by Dictionary -

Run Status
Queued
Success
Success
Success

Success

Distribution
Status

NiA
Posted
Posted
Posted
Posted

Detaits
Detaite
Detsils
Details
Detaite

Details

New Window | Help | Customize Page | ),

Process Instance170929

Step

Action

12.

Click the Refresh button until the Run Status column status is Success and the

Distribution Status column status is Posted.

Click the Refresh button.
Refresh

13.

Click the Details link.
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% Favorites .

\ @ Leaming Course Roster

ORACLE’

New Window | Help | Customize Page | B

> Leamer Groups.
b Organizations
= Learming Reports Process Detail
b Inspector General
b Child Senices

b Carrection
Components 170029 Type: SQR Report
ty Roster .
Transcripts SOILMACT Description: SOILHAGT
Ceitficaion Staus Run Status: ~ Success Distribution Status: Posted
ication Compliance
Component |
Run Control ID: 1y Hold Request
Structure Location:  Server Queue Request
- Curriculum Comletions
- History by Department Server: PSNT Cancel Reduest
- llem Completion N | Delete Request
- Leamer Transcipt fecurrence: Restart Request
- Learning Component
Proaress
- Brerequisite Status
- Proaram Objedives Request Created On: 0112512013 11:10:04AM EST Parameters  Transfer
Wapping
- Program Roster Run Anytime After: 0112512013 11:09'59AM EST Message Log
- Lianseriptoy Began Process At 01/25/2013 11:10:19AM EST Bateh Timings
Organization
Ended Process AL 0112512013 11:10:34AM EST View LogTrace

b Financial Reports L
- SetLeaming Environment

~ Auto Mark Activity
oK Cancel

- Watlist Tnreshold
Process Calendar
> SetUp ELM

> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools

- Change Wy Password
- 1y Personalizations

- 1y System Profile K
|- Wy Dictionary -

javascript:submitA ction_win0(document.win0, PMN_DERIVED_INDEX_BTN);

Step Action

14. Click the View Log/Trace link.

i Favorites

| @ Leaming Course Roster
ORACLE'

Menu

> Leamer Groups New Window | Help | Customize Page |

v Organizations —

~ Leaming Repors .
 Inspecior General View Log/Trace
b Child Senices

ReportID: 169521 Process Instance: 170929 Message Log
Components
Name: SOILMACT ProcessType:  SQRReport

Run Status:  Success

SOILMACT
ribution Node: HTTP_DIST Expiration Date: (0210112013
File List
Name File Size (bytes) Datefime Created
SOILMACT 170920,V 4074 01125/2013 11:10:34.703000AM EST
© peaning Component SOILMAGT 170929 PDE 1209713 0172512013 11:10:34703000AM EST
- Erereouste Status SOILMACT 170929 0ut 448 0112512013 11:10:34 703000AM EST
- Program Objectives SOR SOILMACT 170929 I0q 1,586 01/25/2013 11:10:34.703000AM EST
ianong Distribute To
- Program Roster
~ Transciptb Distribution ID Type “Distribution ID
Organization User L251609
— Training Plan
> Financial Reports
- Satleaming Environment
= Auto Mark Actvity
i
Return
agement
- Program Status Updates
o worklist
> Tree Wanages
> Reporting Tools
> PeopleTools
- change my Password
- 1y Personalizations
- iy System Profile I
|- by Dicionary z
€& Localintranet | Protected Mode: Off i~ -
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Step

Action

15.

The Learner Course Roster report delivers two separate results. The first report is a CSV

file.

This file will show all enrolled, pending enrollment, complete and in-progress statuses.
The CSV file allows you to sort the data.

Click the CSV link.

|SGILF-.-1J'-'-.CT 170929 CS'-;']

Add to Favortes

indo | Help | customize Page | 1B

( —=—
| Home | Inset  Pagelajout  Formulas  Data  Review  View @ - = x
i Favoritdl]| - e ate - || [ conditional Formatting - || 3r=Insert - -
e e e e o ¢
@ Leaming] IS - v | ZromatasTable - 3% Delete - || &~
e[ A = Sort& Find &
ey || (] Ol A 8 % J cell styes ~ Eiromat~ | 2~ fiters Selects
ORYl| cipboara = Font 2 Alignment 5| Number tyles cels Editing
H10 - £ | 71262012
& Leamer; A [ c D E 3 3 H ! J K
b Organizal| 1 |BUSINESS DEPTID  LEARNER EMPLID LAST_NAI FIRST_NA ACTIVITY_CODE COMPLETION_DT PASS_FAIL STATUS
Tl 2 502 497053 265998  1E+10 Jaggers leann  SPD_00009_07262012 Dropped
b chiag| 3 502 497053 183001  1E+10 McMann Melissa  SPD_00009_07262012 Dropped
b Corredlil 4 800 65184 273484  1E+10 Hess David  SPD_00009_07262012 Pending Dropped
Jhavls 46 11024 287823 1E+10Fosso  Toni  SPD_00009_07262012 7/26/2012 Pass Completed
W D 45 11024 203016  1E+10 Marburgh Fran  SPD_00009_07262012 7/26/2012 Pass Completed
- Certifidyl 7 46 11024 109036  1E+10 Simons Anthony SPD_00009_07262012 7/26/2012 Pass Completed
Cpenndl s 46 11036 279769  1E+10 Kindred  Stephanic SPD_00009_07262012 7/26/2012 Pass Completed
mere s 61 39026 291610  1E410 Murphy Wesley SPD_00009 07262012 7/26/2012 Pass completed
- ActiiiiiG 225 113011 283252 1E¢10Bailey  Lillan  SPD_00009 07262012 [ 7/26/2012]pass completed
Swuctel 11 261 501001 129984  1E+10 OverstreeSue SPD_00009_07262012 7/26/2012 Pass Completed
- Histondj| 12 400 195003 130586  1E+10 Morgan Kathy  SPD_00009_07262012 7/26/2012 Pass Completed
400 195058 271194  1E+10 Alcaraz  Damitra SPD_00009_07262012 7/26/2012 Pass Completed
400 195058 202895  1E+10Halas  Matthew SPD_00009_07262012 7/26/2012 Pass Completed
400 195070 243126  1E+10 Brown  Brittini  SPD_00009_07262012 7/26/2012 Pass Completed
400 195070 206889  1E+10 Maples Sandra  SPD_00009_07262012 7/26/2012 Pass Completed
495 197108 109724  1E+10 Vanaman Julie  SPD_00009_07262012 7/26/2012 Pass completed
502 497042 260712 1E+10 Blankenb:Cathy  SPD_00009_07262012 7/26/2012 Pass completed
502 497095 289912  1E+10 Norman Myrtle  SPD_00009_07262012 7/26/2012 Pass completed
510 191008 287586  1E+10 Tuggles Jantae  SPD_00009_07262012 7/26/2012 Pass Completed
510 191177 175265  1E#10Gary  Mary  SPD_00009_07262012 7/26/2012 Pass Completed
510 191177 134459  1E+10 Hughett Randall SPD_00009_07262012 7/26/2012 Pass completed
510 191177 13357  1E+10 Teepe  Deloris  SPD_00009_07262012 7/26/2012 Pass Completed
2 191207 261584  1E+10 Everman Daniel  SPD_00009_07262012 7/26/2012 Pass completed
ool [« < v v sonmact_170920 <73
= Vendor M| Ready
Manage:
- Program
- Leaming Reauest
Threshol
Waillst Threshold
Process Calendar
> SetUp ELU
> Enterprise Components
> Workliet
> Tree Wanager
> Reporting Tools
o PeopleTools
- Change Wy Password
- by Personalizations
- by System Profile L
|- iy Dictionary B
Inttps/fhr.gmis.in gou/ psreports/Imprd/169521 /SOILMACT 170920.C5V

€& Local intranet | Protected Mode: OFf -

Step

Action

16.

Review the excel file and when finished click the Close button.
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 Leaming Course Roster

ORACLE’

> Leamer Groups.
b Organizations
= Leaming Reports
b Inspector General
b Child Senices

View Log/Trace

ReportID: 159521
Hame: SOILMACT

Run Status:  Success

SOILMACT

Distribution Node: HTTP_DIST

Curticulum Completions

e File List

Name
- Leamer Transcript SOILMACT 170920,V
e SOILMACT 170929 PDF

SOILMACT 170929.0ut
SOR SOILMACT 170929.10g

Distribute To
Distribution ID Type
User

b Financial Reports L

- SetL eaming Environment |~

= Auto Mark Actity
Completion

- Vendor Message Retum
Management

~ Program Status Updates

- Leaming Request
Thresholg

- hold
- Process Calendar

> SetUp ELM

> Enterprise Components

> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools

- Chanae Wy Password

- My Personalizations

- 1y System Profile

|- My Dictionary -

Process Instance: 170929

ProcessType:  SQRReport

Expiration Date:

File Size (bytes
4,074
1209713

444

1,586

*Distribution ID
L251609

Message Log

Datetime Created
01/25/2013 11:10:34.703000AM EST
01725/2013 11:10:34.703000AM EST
01/25/2013 11:10:34.703000AM EST
01/25/2013 11:10:34.703000AM EST

Training Guide

New Window | Help | Customize Page | ),

@ Loca inronet | Protected Mode OFF

4 -] R -

Step

Action

17.

The Learner Course Roster report delivers two separate results. The second report is a
PDF file. This file will show all enrolled, pending enroliment, complete and in-progress
statuses in the top section and all those who have yet to be enrolled in the bottom section.

Click the PDF link.

|SGILF-.-1.J'-'-.CT 170929 PDF
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https://hr.gmis.in.gov/ B
£, hitps/hr.gmis.ingov/psreports/Imprd/169521/SOILMACT_170929.PDF ~ L State of Indiana [US] | +7 | X Bing R
e Favorites 5.
& htps://hr.gmis.n.gov/ psreports/Imprd/169521/S. ~ ~ Page~ Safety~ Tooks~ @~
plasoer
Report 1n:  soriACT LEARNING COWRSE ROSTER rage do. 1
Run Date 01/25/2013
Rn Time 3
s Umit Dept ©  Leamer o Eioyes B iast v Pt v Aetivicy o Completion Date | pase/ran o
somoss 5o senaiog Droppea
o0 Sening Dropped
oo senaing oppea
X 2012-07-26 zasn conpetea
Py 2013-07.2¢ compaaces
Py 2012-07-2¢ compaces
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
seo 2012-07-2 compretea
o0 2012-07-2¢ Compatad
oo 2012-07-26 sase conplatea
oo 2013-07-26 sass conpetea
seo. 202-07-26 rase conplatea
<e3 00003 2012-07-2¢ compaecea
<o pooos_orzea01z 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
o0 2012-07-26 sase comp1atea
soo 203-07-26 sass conpletea
seo. 202-07-26 rase conplatea
Py 2012-07-2¢ compaecea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
Py 2012-07-2¢ compretea
yelin Y 2012-07-26 saze comp1atea
Hampton ny Y senaing Dentea
woms 108623 MeCwllougn  Glenoa E*Y 202-07-26 renaing Yot Conpletea
Asbast
jresy
e
s
jrean
Done G Unknown Zone  Protected Mode: Off

Step Action

18. Review the PDF file and when finished click the X button to close the document.

19.
End of Procedure.

How to Run a Activity Roster Report
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Training Guide

Bing

e Favortes 3.

\ {@ Base Navigation Page

ORACLE’

Search:

0 Wy Favorites

0 Self Senice
1 lanager Sif Service
= Enterpr nin

b Instructor Tasks

b Financial Reports
- SetLeaming Environment
~ Auto Mlark Actiity

aitist Threshold
- Process Calendar
> SetUp ELM
[ Enterprise Gomponents
> Workiist
1 Tree Hanager
> Reporting Tools
> PeopleTools
[~ Change Wy Password
|~ My Personalizations
- Wy System Profile

|- by Dictionary

ﬁ Enterprise Learning

View and maintain the learning catalog, learning resources and user profies. View and maintain enrolment records, and mark grades and attendance.

[ Set.eaming Environment
Setyour current Learning Environment.

[ Proaram Status Undates
Process program completions and expirafios.

[} Process Calendar

Process Calendar

Mass Enrollments
Process and review mass enolment transacions,
) process Mass Enrolment

5 Review Mass Enroliment Request

ﬁ] Financial Details
Defne purchase order and traning un poois. Update and
o

o

your general ledger.

5 Maintain Purchase Orders

E Maintai Training Units

5 Review Subledger
2More.

ﬁ Leamer Groups
Defne and maintain leamer groupe.
5 iaintain Leamer Groups
Popuite Leamer Groups
= Haintain Queries

ﬁ] Financial Reports

‘Generste financial reports for payment information, purchase
order and raining Ut pool usage, and transactons exportzd fo
your general leiger.
I Genersl Ledger Detal
E Extermal Payment

Auto Mark Activity Completion

Process activy completions.

[ Leamina Request Threshoid
Setup the notfication threshold for learning requests.

Instructor Tasks
Complete instruct
B View Schedule

5 Mark Grades and Attendance

elated tasks.

lotifications
Send enrolment, activity, and program noifcations.
B Enrolment

ﬁ] Learning Resources

Defne and maintain leaming resources including equipment,
?

material, faciltes, and session templates.
5 Equipment

) listerial

) Facilties

) Session Temphates.

ﬁ Organizations

Create and maintain organizational nformation for departments,

customers, vendors, and fnancig organizatons.
B Review Departments

= Customers:

5 Vendors

B Financing Organizations

[[=] Vendor Hessage Management

Review and publish queued transactions to webcast vendors.

[ Waitst Threshoig
Setup the notiication threshold for wailists.

Leamer Tasks
Complete learn

) Administer Program Rosters
e,

Il

‘supplemental eaming templates.

) lainiai Cateqories

E Hanan tems

B Maintan Deivery Wethods
i

ﬁ] User Profiles
Maitai user profis for internal and externalearners and
instructors.
= intemal Learners
= External Leamers
= nstctors

ﬁ Learning Reports
Generate learning reparts related to activiies and programs
I Actvey Components
I Actvey Roster
= Activy Transcrits
18 Ho

ed tasks such as enrolment, approvals,
‘supplemental learing, and learning requests. Manage activity

@ Localnranet Protected Mode, OFF

Action

Click the Learning Reports link.

|Lean|ing Reports

Click the Activity Roster link.
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& Activity Roster - Windoy et

@@- | hitpsiifhr.gmisin.gov/psp/Imprd/EMPLOYEE/ELM/c/LM_ENRLMT.RCTL ENRT_ROST_RPT.GBLIPORTALPARAM PTCNAV=LI + T State of Indiana [US] | ¢4 | X

Bing

e Favortes 5.

\ @ Activity Roster

ORACLE’

> Leamer Groups Mew Window | Help |
b Organizations E—
 Learning Reporis

b Inspector General Activity Roster
» Child Senices Enter any inormation you have and click Search. Leave fields blank for alist ofall values,
» Correcion

ctvity Components Find an Existing Value \ AB88 W VAIE

Actity Roster
= Adtivit Transcripts .
AdbTenscsts Search by: Run Control D begins with |
- Cerification Compliance | ] Case Sensitive
- Actvty Component |
Progress
- Aciy Componert Searn_|
Structure
- Curticulum Comolelions | | ging an Existing Value | Add a Mew Value
- Histo artment
- item Completion

oares!
- Prerequisite Status
- Program Obieciives
Mappin
- Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools

- Chanae Wy Password
- My Personalizations

- 1y System Profile

|- My Dictionary -

Action

Enter a run control ID into the Run Control ID begins with field.
New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
Search
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[€ actiity Roster - Windows Interne
(€IS

U Favortes 5.

@, https//hr.gmisin.gov/psp/Imprd/EMPLOYEE/ELM/c/LM_ENRLMT.RCTL ENRT_ROST_RPT.GBLZPORTALPARAM PTCNAY + 4 Identified by USERTrust | ¢4 | X

@ Activity Roster B v B - & v Pugev Soferyv Tookv @~

ORACLE’

> Leamer Groups.
b Organizations
= Learning Reports

b Inspector General

b Child Senices
et Run Control ID: Irv ReportMsnseer  Procsssiiontor R
Components

New Window | Help | Customize Page | )&,

| Activity Roster

Activty Code: T a
Catalog Item Name: Q
Enroliment Status: Q
First Activity Start Date:

Last Activity Start Date:

& @

Tools.
> PeopleTools

- Chanae Wy Password
- 1y Personalizations
- 1y System Profile

|- Wy Dictionary -

G Local intranet | Protected Mode: OFf G v mi0% -

207PM
1/25/2013

FESTY 2D

Step Action

4, Select the Report Request Parameter(s) needed to run the report.

You may select an Activity Code or Catalog Item to begin this search. You can then
choose to filter the information by the enrollment status (i.e. completed, pending, not
completed) and/or date to determine results desired.

Click in the Activity Code field.

5. Click the Look up Activity ID (Alt+5) button.

6. You can search for the Activity Code or type the code into the begins with field.

Click the Activity Code link.
SPD 00009 07262012

7. Click the Look up Enroliment Status (Alt+5) button.

=

9. Click the Run button.
Run
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Training Guide

o]k

Bing

LI®id

e Favoites

=

\ @ Activity Roster

ORACLE’

> Leamer Groups.
b Organizations

= Learning Reports

b Inspector General

Process Scheduler Request

Run Control ID: Iy

New Window | Help | Customize Page | B

P Child Senices .
b Correction UserID: 1251600
ity Roster Server Name: PSNT

= Adtity Transcripts . ‘

~ Cefification Status tecurrence:

- Certiication Compliance | Time Zone:

- AcutyComponent | wwwwrpe

Progress
Select Description

SOILMROS

Structure
urriculum Completions
History by Department

ltem Completion

raares:
rerequisite Status oK Cancsl
roqram Obieciives IR | G|
Mappin
rogram Roster
ranscript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports L
- SetLeaming Environment

- Waitlist Threshold
Process Calendar

> SetUp ELM

> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools

|- Chanae Wy Password
- My Personalizations

- 1y System Profile

|- by Dictionary -

Run Date:
Run Time:

‘

Process Name

SOILIROS

0172512013
21306PH

B

Crystal

Process Type

Resetto Current Date/Time

*Eormat
XS

Type
Web -

Distribution
~ Distribution

Process Instance70951

Step

Action

10.

Click the OK button.
OK

Revised 1/2013

& Activity Roster - Winde

@O @ | & https://hr.gmisin.gov/psp/Imprd/EMPLOYEE/ELM/c/LM_ENRLMT.RCTL_ENRT ROST RPT.GBLZPORTALPARAM PTCNAY

U1+ ) State of ndiana [US] [ 47 | <

W

i Favorites

| @ Activity Roster

ORACLE’

b Leamer Groups.
b Organizations

= Learming Reports { Acivity Roster

b Inspector General

b Child Senices

b Comection

- Activity Components
ity Roster

y
= Activity Transcripts
~ Cettiication Status
- Cettiication Compliance

~ Actvity Component

Run Control ID: Irv

Activity Code:
Catalog item Name:
Enroliment Status:

Structure et Activi
urticulum Completions | | | First Activity Start Date:
History by Depariment Last Activity Start Date:

ltem Completion
eamer Transcript
earning Component
roaress

rerequisite Status
rogram Obiecives
lapping
= Program Roster

= Transcript by

Organization

= Training Plan

= Leaming Course Roster

= Course Signin
b Financial Reports
- SetLeaming Environment
~ Auto Mark Activity

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools.

> PeopleTools.

|- Change Wy Password
- My Personalizations

- 1y System Profile

|- by Dictionary -

SPD_00009_07262012
CONP Q

El
[

Report Manager

Run

Process loniio:

Process Instance:170951

New Window | Help | Customize Page | &,

submitAction_win0(document.wind, PRCSRQSTDL

javas:

RK_LOADPRCSMONITORPB');
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Step

Action

11.

Click the Process Monitor link.

[@ Activity Roster -

G0

U Favortes 3.
(@ Activity Roster

- Leamer Groups
b Organizations
~ Leaming Reports
b Inspector General
b Child Senices
b Correction
— Activty Components
= Actvity Transcripts
ficaton Status
erification Compliance
- Actvty Component
Progress
- Adtvity Component

| Process List \_Sener List

UserID: 251609 Q Type:

Server: > Name:

‘

Status:

Distribution

- Last 1 Days

Q Instance: to

New Window | Help | Customize Page | ),

Select Instance Seq. Process Type

Structure
urriculum Completions
History by Department
ltem Completion

eamer Transcript
earning Component
roaress

rerequisite Status
rogram Obiecives
lapping

= Program Roster

= Transcriptb

Organization

= Training Plan

= Leaming Course Roster

= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto ark Activity

- Watlist Threshold
Process Calendar

> SetUp ELM
> Enterprise Components
> Worklist
> Tree Wanager
> Reporting Tools
> PeopleTools
- Chanae My Password
- My Personalizations
- 1y System Profile

|- by Dictionary -

170051 Crystal
170035 Crystal
170934 Crystal
170033 Crystal
170032 Crystal
170931 Crystal
170029 SQR Report
170028 Crystal
170927 Crystal
170023 Crystal
170022 Crystal

o back to Activty Roster

& sove | =] notity

Process List| Server List

Process

Name

User  Run DatefTime

SOILMROS L251609 0112512013 2:08:31PH EST

SOILMA31
SOILM131
SOILM131
SOILMA31
SOILM131
SOILMACT
SOILMA31
SOILM131
SOILM131
SOILMA31

L251609 01/25/2013 11:50:3244 EST
L251608 01/25/2013 11:57:57A1 EST
L251609 01/26/2013 11:56:25A1 EST
L251600 01/25/2013 11:55:13A1 EST
L251609 01/25/2013 11:52:42AM EST
L251609 01/25/2013 11:09:59A1 EST
L251600 01/25/2013 11:05:28A1 EST
L251609 01/25/2013 11:03:48AM EST
L251609 01/26/2013 10:50:56A1 EST
L251600 01/25/2013 10:48:11AH EST

Run Status
Queued
Success
Success
Success
Success
Success
Success
Success
Success
Success

Success

mmmn Detaits
NiA Details
Posted  Details
Posted  Detalls
Posted  Details

Posted  Details

Posted  Details
Posted  Details

Posted  Details
Posted  Details
Posted  Details

Posted  Details

Process Instance70951

@ Local ntranet | Protected Mode OFf

Step

Action

12.

Click the Refresh button until the Run Status column status is Success and
the Distribution Status column status is Posted.

Click the Refresh button.

13.

Click the Details link.

Details
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U Favortes 5.

[

ORACLE"

Favgrites  Main Menu

Process Detail

Request Created On:
Run Anytime After:
Began Process At
Ended Process At

oK Cancel

01/20/2013 10:50:33AM EST
0112012013 10:50:28AM EST
0142012013 10:50:54AM EST
0112012013 10:51:21AM EST

> Enterprise Leaming > Leaming Reports > Activity Transcripts

Instance: 171087 Type: Crystal
Narme: LUTRANRT Description: LUTRANRT
Run Status: ~ Success Distribution Status: Posted

ran = W

Run Control I: v Hold Request
Location:  Sever Queue Request
Server: penT Cancel Request
Delete Request
Recurrence: Restart Request
[actons ]

Parameters  Transfer
Message Log
Batch Timings

View Log/Trace

Training Guide

B - B - O @ - Pager Saiety~ Toosw @ 7

Home | Workist | Addto Favories | Sign out

in]

E0New Window 7 Help [& Customize Page

@ Local intranet | Protected Mode: Off

5
-

B - B10% -

Step

Action

14.

Click the View Log/Trace link.

Revised 1/2013

[@ Activity Roster - Windows Inter

it
r.gmisin.gov/psp/Imprd/EMPLOYEE/ELM)/c/LM_ENRLMT RCTL_ENRT_ROST_RPT.
(a0t Do oo ST I

U Favortes 5.

| @ Activity Roster

b Leamer Groups.
b Organizations
~ Learming Reports
b Inspector General
b Child Senices
b Correction
= Activity Components
Roster
Activity Transcripts
~ Certiication Status
- Certiication Compliance
~ Actvity Component

Structure

uriculum Completions
by Department

ltem Completion

eamer Transcript

View Log/Trace

ReportID: 169543
Name: SOILMROS
Run Status:  Success

SOILMROS

ribution Node:

File List
Name

HTTP_DIST

CRW SOILMROS 170951I0g

Process Instance: 170951

ProcessType:  Crystal

Expiration Date:

File Size (bytes)
0

eaming Component
roaress
rerequisite Status
roqram Obieciives
Wapping
rogram Roster
ranscript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signn
b Financial Reports
- SetLeaming Environment

> Enterprise Components
> Worklist
> Tree Wanager

|- My Dictionary

SOILMROS 1709518
pesaltracetre

Distribute To
Distribution ID Type
User

Return

32,256
501

*Distribution ID
L251609

Message Log

Datetime Created

01/25/2013 2:10:04.847000PW EST
01725/2013 2:10:04.847000PW EST
01/25/2013 2:10:04.847000PW EST

New Window | Help | Customize Page | B

Process Instance70951

@ Local intranet | Protected Mode: Off 4 v ®10% -
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Step Action

15. Click the XLS file link and review the Activity Roster.

SOILMROS 1709511 2

16.

End of Procedure.

How to Process a Item Completion Report

(@ Employee-facing registry content ™

@O < [ https://hr.gmisingov/psp/Imprd/EMPLOYEE/ELM/h Htab= DEFAULT ~ 4 Identified by USERTrust | ¢4 | x
i Favorites

o 2

&

{& Employee-facing registry content v B v @ - Pagew Safety~ Tookv @+
ORACLE’

Personalize Content | Layout

b My Favorites
b Self Senvice

- Change Wy Password
- Ly Personalizations
- Ly System Profile

|- by Dictionary

€& Local intranet | Protected Mode: OFf 3 v RI0% v

\7 a07em ||
SEBE Y %A

1/25/2013

Step Action

Click the Enterprise Learning link.
[l Enterprise Learning|
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Training Guide

% Favorites .

\ {@ Base Navigation Page

ORACLE’

Search:

Wy Favorites

> Self Senice
1 lanager Seif Service
= Enterpr nin

b Instructor Tasks

b Financial Reports
- SetLeaming Environment
~ Auto Mark Actiity

aitist Threshold
- Process Calendar
> SetUp ELM
[ Enterprise Gomponents
> Worklist
1 Tree lanager
> Reporting Tools
> PeopleTools
[~ Change Wy Password
|~ My Personalizations
- 1y System Profile
|- by Dictionary

ﬁ Enterprise Learning

View and maintain the learning catalog, learning resources and user profies. View and maintain enrolment records, and mark grades and attendance.

Set Learning Environment
I 52 you urotLorning e

= brocess program comletons and expratins.

[} Process Calendar

Process Calendar

Mass Enrollments
Process and review mass enolment transacions,
) Process Mass Enrolment

5 Review Mass Enroliment Request

ﬁ] Financial Details ﬁ]
Define purchase order and training uni poois. Update and
b

o

your general ledger.

5 Maintain Purchase Orders

E Maintai Training Units

5 Review Subledger
2More.

ﬁ Leamer Groups ﬁ
Defne and maintain leamer groups.

) Maintain Learer Groups
Populate Learner Groups:
5 Haintain Queries

ﬁ] Financial Reports

‘Generste financial reports for payment information, purchase
order and raining Ut pool usage, and transactons exported fo
your general leger.
I Genersl Ledger Detal
E External Payment

Proaram Status Updates =

Auto Mark Activity Completion

Process activy completions.

Leaming Request Threshold
Setup the notiication threshold for learning requests.

Instructor Tasks
Complete instruct
B View Schedule

5 Mark Grades and Attendance

elated tasks.

lotifications
Send enrolment, activity, and program noifcations.
B Enrolment

Leaming Resources

Defne and maintain leaming resources including equipment,
i

material, faciltes, and session templates.
5 Equipment

5 listerial

) Facilties

) Session Temphates.

Oraanizations

Create and maintain organizational information for departments,

customers, vendors, and fnancig organizatons.
B Review Departments

= Customers:

5 Vendors

B Financing Organizations

[[=] Vendor essage Management
Review and publish queued transactions to webcast vendors.

[ Waitst Threshoid
Setup the notiication threshold for wailists.

Leamer Tasks
Complete leamer-related fasks such as enrolment, approvals,
‘supplemental leaming, and learning requests. Manage activity

) Administer Proaram Rosters

I
eywords, tems, deivery methods, activies, programs, and
‘supplemental eaming tempiates.
) lainiai Cateqories
E Hanan tems
B Maintan Deivery Wethods
i

ﬁ] User Profiles
Maitai user profis for internal and externalearners and

instructors.
5 internal Learners
E External Leamers
B structors

ﬁ Learning Reports
Generate learning reparts related to activiies and programs
I Actvey Components
I Actvey Roster
) Activy Transcrits
18 Ho

@ LocalnranetProtected Mode, OFF

Action

Click the Learning Reports link.

|Lean|ing Reports

Click the Item Completion link.

[tem Completion

Revised 1/2013
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[ Ttem Completion
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Training Guide

o~

% Favorites .

\ @ Item Completion
ORACLE'

[
> Leamer Groups.
b Organizations

7 Leaming Reports
b Inspector General ftem Completion
b Child Senices Enter any information you have and click Search. Leave fields blank o alist of allvalues.
Adhy Find an Existing Value \_AB8aN&WVallE
Adivity Rosts
Transcripts —
s Search by: Run Control ID begins with
e
Component |

Search |

- Aciivity Component

Find an Existing Value | Add a New Value

~ History by Department
=~ Learning Component
T e
~ Prerequisite Status
~ Program Obijectives
rep—

liay
- Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

© O @ - Pager Ssidy~ Tods @

New Window | Help |

|- My Dictionary -

Step Action

Click the Search button.
Search

Enter a run control ID into the Run Control ID begins with field.

New run control ID's may be added by clicking the Add a New Value tab.
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[& 1tem Completion - Windows Intermet Exp

v
&5 (> [ ttps//hv.gmisin.gov/psp/Imprd/EMPLOYEE/ELMY/c/LM_ENRLMIT RCTL_ENRT_COMP_RPT GBLZPORTALPARAM_PTCNA' ~ 1 Identfied by USERTrust | ¢ | < | [[=] 2ing ERd

% Favorites .

 ttem Completion B v B - & v Pugev Soferyv Tookv @~

ORACLE’

[ Leamer Groups. - New Window | Help | Customize Page | )&,
U Organizations
 Learning Reporis
b Inspecior General
b Child Senices
b Correction Run Control ID: Irv ReporManager  Process bontor _RU7
onents

{ Trom Compiston

org Al -
Org: Q
Catalog Itern Name: | @
From Date: 0110122012
To Date: 011252013 [5)

@ save

o R
> PeopleTools
- Change Wy Password
- 1y Personalizations
- 1y System Profile

|- My Dictionary -

Step Action

5. Select the Report Request Parameter(s) needed to run the report.

NOTE: For this report to run properly you must select Organization Type as ALL and
then search by Catalog Item Name.

Click the Look up Catalog Item Name (Alt+5) button.

&l

6. You can type in the name of the course or search and sort alphabetically.

Click the Look Up button.

Look Up
7. Click the Course Long Name link.
|ADA: Americans with Disabilities Acf
8. Click the Calendar button and select the From Date.
9. Click the Calendar button and select the To Date.
10. Click the Run button.
Fun
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Bing

% Favorites .

\ @ Item Completion

ORACLE’

> Leamer Groups.

b Organizations

= Leaming Reports

b Inspector General

b Child Senices
useriD:

Process Scheduler Request

L251609

Run Control ID: Iy

b Carrection
Components
b Roster
Transcripts
rlification Status
ication Compliance Time Zone:
Component
F— M P rocess List
Select Description
LMCOMPRT

Server Name: PSNT

Recurrence:

= Curriculum Completions
~ History by Department
=~ Learning Component

r0g
rerequisite Status
roqram Obieciives
lapping
rogram Roster
ranscript by
Organization
= Training Plan
= Leaming Course Roster

oK Cancel

= Course Signin
b Financial Reports L
- SetLeaming Environment

- Wallist Threshold
Process Calendar

o SetUp ELM

1 Enterprise Components
> Workiist

o Tree Manager

> Reporting Tools

1 PeopleTools

|- Change My Password
- iy Personalizations

- iy System Profile L4
|- iy Dictionary -

Run Date:
Run Time:

0112512013 &
350.08PH Resetto Current Date/Time

ProcessWame  ProcessTwpe  *Type *Format
Web v XS

LMCOMPRT Crystal

Distribution

~ Distribution

v Pagev Safety~ Tookv @+

New Window | Help | Customize Pagt Saved

Step

Action

11.

Click the OK button.
OK

[@ 1tem Completion

GO [l

2, https//hr.gmisin.gov/psp/Imprd/EMPLOYEE/ELM/c/LM_ENRLMT.RCTL_ENRT_COMP_RPT.GBL?PORTALPARAM_PTCNAV=| + 3 State of Indiana [US]

Bing

[G]x

U Favortes 5.

| @ tem Completion

ORACLE’

Menu
b Leamer Groups.
b Organizations

& Leaming Reports
b Inspector General

b Child Senices

b Comection

- Atvity Components
= Activity Roster

{ Trom Compiston

Run Control ID: Irv

Organization Type:

Organization Name:

Catalog Iten Name:
Structure
~ Curriculum Completions
History by Depariment From Date:
ToDate:

e amer Transcript

earning Component

roaress

rerequisite Status
rogram Obiecives

lapping

= Program Roster

= Transcript by
Organization

= Training Plan

= Leaming Course Roster

@ save

= Course Signin
b Financial Reports
- SetLeaming Environment

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools:

|- Change Wy Password
- My Personalizations

- 1y System Profile

ReporManager  Process Montor _RU7

Process Instance:170970

Al

25

ADA Americans with Disabilities Act

0100172011 5]
011252013 [5)

New Window | Help | Customize Page | &,

|- by Dictionary -

Process Instance70970
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Step

Action

12.

Click the Refresh button until the Run Status column status is Success and
the Distribution Status column status is Posted.

Click the Process Monitor link.

Process Monitor

[@ Process Mon
&3)(_)® [ Https//hv.grisin.gov/psp/Imprd /EMPLOYEE/ELVY/c/PROCESSMONITOR PROCESSMONITOR. GELTPORTALPARAM_PTCNAY +

State of Indiana [US] | ¢3 | x 8ing P~

% Favorites | .

& Process Monitor

ORACLE’

Search:

Process List \{ Server List

1 Wy Favorites
> Self Senice
1 Wanager Self Service

Egn:euvprngLearmﬂg UserID: L251609 Q Type: - Last: 1 Days v Refresh
etUp

b Enterprise Components Server: - Name: Q. Instance: to

> Worklist Run - Distribution - ave On Refresh

1> Tree Hanager
> Reporting Tools

First [ 1-22 or22 [ L.

b Utilties Select Instance Seg. Process Type Process  yser  Run DaterTime Run Status  DSDUGON b
Portal Name Status
b Search Engine 170073 Crstal LICOMPRT L251609 0112512013 40221PMEST  Success  Posted  Defails
~ Process Scheduler
Proc: Monitor 170970 Crystal LMCOMPRT 251609 01/25/2013 3:59:08PM EST Success Posted Details.

" REN Server Configuration 170968 Crystal
© Performance Monitor

LMGOMPRT L251609 01/2512013 32342PMEST  Success  Posted  Details

- Change iy Password 170083 Crystal LU_PRGRP 1251609 01/25/2013 30453PM EST  Success  Posted  Detalls E
:%’% 170059 Crystal LM_PRGRP L251609 01/26/2013 256:37PMEST  Success  Posted  Details
|- by Dictionary 170957 Crystal LW_PRGRP 1251609 02512013 25318PM EST  Success  Posted  Detalls

170056 Crystal SOILMO0Z 1251609 01/2512013 249.14PM EST  Success  Posted  Detalls

170055 Crystal SOILMO02 1261600 02512013 23340PMEST  Success  Posted  Detalls

170954 Crystal SOILMROS 1251609 012512013 22252PMEST  Success  Posted  Detalls

170053 Crystal SOILMROS 1251609 01/25/2013 22054PM EST  Success  Posted  Detalls

17002 Crstal SOLMROS L2160 02512013 21306PMEST  Success  Posted  Detalls

170951 Crystal SOLWROS 1251609 02512013 208:31PMEST  Success  Posted  Detalls

170035 Cnstal SOILM131 1251609 012512013 11:50:32AMEST  Success  Posted  Detalls

17003 Crystal SOILM131 1261600 012512013 115757TAMEST  Success  Posted  Detalls

170933 Cnstal SOILM131 1251609 02512013 11:56:25AM EST  Success  Posted  Detalls

170032 Crystal SOILM131 1251609 01252013 11:55:13AMEST  Success  Posted  Detalls B

170031 Crystal SOILM131 1251600 012512013 11:5242AMEST  Success  Fosted  Detalls

170029 SQR Report SOILMACT 1251609 01/25/2013 11:09:50AMEST  Success  Posted  Detalls

170028 Crystal SOILM131 1251609 012512013 11:05:28AMEST  Success  Posted  Detalls

170027 Crystal SOILMT31 1251600 012512013 11:03:48AMEST  Success  Fosted  Detalls

170023 crstal SOILM131 1251609 012512013 10:50:56AMEST  Success  Posted  Detalls

170022 Crystal SOILM131 1251609 02512013 10:46:1AMEST  Success  Posted  Detalls

€& Local intranet | Protected Mode: OFf Q-

Step

Action

13.

Click the Details link.
Details
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o~

% Favorites .

\ @ Item Completion

ORACLE’

Menu

> Leamer Groups.

b Organizations

= Leaming Reports
b Inspector General
b Child Senices

Process Detail

At Instance: 170970
Aty Roste X
Transeripts Name: LMCOMPRT
— Run Status: ~ Success
ication Compliance
Component I
Run Control I0: v
Location:  Server
- History by Departmen senver: PSNT
Item Completion Recurrence:

= Learner Transcript
- Leamning Companent
roaress

- Prerequisite Status

Type: Crystal
Description: LWCOMPRT

Distribution Status: Posted

Hold Request
Queue Request
Cancel Request
Delete Request
Restart Request

Parameters  Transfer

- Program Obieciives
lapping
- Program Roster

= Transcript by
Organization

Request Created On: 01/25/2013 3:59:14PM EST

Run Anytime After:
Began Process At:
Ended Process A

01/25/2013 3:50:08PM EST
01/25/2013 3:50:32PM EST
01/25/2013 3:59:46PM EST

Message Log
Batch Timings
View Log/Trace

= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

oK cancel

> SetUp ELM
> Enterprise Components
> Worklist

[ Tree Wanager

v [ @ v Pagev Safetyv Tookv @+

New Window | Help | Customize Page | B

Step

Action

14.

Click the View Log/Trace link.

iew LogTrace

Revised 1/2013

[ Ttem Completion - Windows T
@Oc 2] hitps://hr.gmisin.gov/psp/Imprd/EMPLOYEE/ELM/c/LM_ENRLMT.RCTL_ENRT_COMP_RPT.GBL?PORTALPARAM_PTCNAV=I v ) State of Indiana [US] [ ¢4 | X |[[= 8ing

U Favortes 5.

| @ tem Completion

ORACLE’

Nenu
b Leamer Groups. -
b Organizations

& Learming Reports

b Inspector General
b Child Senices

View Log/Trace

b Carrection ReportID: 169562
Actiity Components
Roster Name: LUCOMPRT
crints Run Status: Success
ication Status
£| LMCOMPRT

Distribution Node: HTTP_DIST

File List

Hi by Departmer
em Completion Hame
CRW LCOMPRT 170870100

= Leamer Transcript
- Learning Component | | LIICOMPRT 170870308
r0aress
erequisite Status LT
100ram Oblecives Distribute To
I Distribution ID Type
User

= Leaming Course Roster
= Course Signn
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

Return

> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools.

- Change Wy Password
- 1y Personalizations

- 1y System Profile K

Process Instance: 170970

ProcessType:  Crystal

Expiration Date:

File Size (bytes)
0

18944
501

*Distribution ID
L251609

Message Log

Datetime Created
01/25/2013 3:50:45.567000PM EST
01725/2013 3:59:45.567000PM EST
01/25/2013 3:50:45.567000PM EST

v Pagev Safety~ Tookv @+

New Window | Help | Customize Page | B

#100%

|- My Dictionary 3
Process Instance70970
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Step Action

15. Click the XLS link to review the item completion report.
[LMCOMPRT 170970.%Lg]

16.

End of Procedure.

How to Process a Activity Components Report

The Activity Component report allows for an administrator to review the components associated within
an activity, a catalog item, or an entire Category. The report parameters allow you to narrow down the
scope of your search to include to and from dates.

Employee-facing

-~ & IMBD jude lawd. 2

i Favorites 5.

4 Employee-facing registry content B v B v @ v Pagev Safetyw Tookv @~

ORA
Favgrites  Man Menu
Personalize Content | Layout ? Help
Top Menu Features Description g

Menu =5

~ Change by Passworg

~ by System Profile
ictionary

- MyFeeds

€& Local intranet | Protected Mode: OFf fa v ®100% -

Step Action

1. Click the Enterprise Learning link.
[l Enterprise Learning|
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(LR vage

Favgites  Mai Menu > Enterprise Leaming

Training Guide

[ - MED jude lawl

B - B - O @ - Pager Seiety~ Toosw @ 7

Home | Workist | AddtoFavortes | Signout

ﬁ Enterprise Learning
View and maintain the earning catalog, learning resources and user profis. View and maintain enrolment records, and mark grades and attendance.

Set Learning Environment Auto Mark Activity Completion
=

Setyour current Learning Environment. Process activty compietions.

=) Leaming Request Threshod
Setup the otification threshold for learring requests.

.

Complete instructor-related tasks.
E View Schedule
=] Mark Grades and Attendance:

Proaram Status Updates
Process program completions and expirations.

=] Brosess Calendar
Process Calendar

Mass Enrollments Notifications
Process and review mass enrolment ransactions. Send enroliment, activty, and program notifications.
] Process Hass Enrolment ] Encoliment

=] Review lsss Enrolment Request

ﬁ] Financial Details ﬁ Leamning Resources
Define purchase order and training unit pools. Update and maintain your Define and maintain kearning resources ncluding equipment, materials,
subledger and export financial ransactions to your generaledger. facities, and session tempiates.
aintsn Purchase Orders 5 Equipment
) Maintain Training Units 5 uiateral
) Review Subledger

Facilties
] Session Templates

ﬁ Learner Groups ﬁ Orqanizations
Define and maintain earner groups. Create and maintain organizational information for depariments, customers,
=) Maitai Leamer Groups vendors, and fancing organizatins.
=] Populse Leamer Groups = Review Depariments
=) Maitain Queries = Customers
= Vendors
= Einancing Organizations

ﬁ] Financial Reports

‘Generate financial reports for payment information, purchase order and
raining unit poolusage, and transactions exported o your generaledger.
=) General Ledger Detai
=] External Payment
=) Payment Pending

Vendor
Review and pubish queued transactons to

=] Waitist Threshold
Set up the nolification threshold for wattists.

Leamer Tasks
Complete leaner-related tasks such as enrolment, approvals, supplementl
learning, and learning requests. Manage activity and program rosters.
E Enroll Leamers:
] Administer Activy Rosters
=] Administer Proaram Rosters

Bore.

Catalog
Waintain aspects of the Learning Catalog including categories, keywords,
items, delivery methods, activiies, programs, and supplemental learning
templates.

Maintain Categories

ﬁ] User Profiles

Maintai user profies for inernal and externalleamers and instrucors.
 ipteral Learners
E Exemallesmers
 nstructors

ﬁ Leaming Reports
Generate learning reports related to acfiviies and programs.
omponents

18 Hore.

Done

5
-

€ Local intranet | Protected Mode: Off A v H10% -

Action

Click the Learning Reports link.
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IMBD jude law.

U Favortes 5.

[y

Fovorites Main Menu > Enterprsg Leaming > Leaming Reports >  Activity Components
ENewWindow  ? Help Bl nttp

Activity Components

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exsting Value [ LN
Maximurm number of rows to return (up to 300): [300

Searchby: RunControl D~ begins with|

[case sensitive

Search |advanced Search

Find an Existing Value | Add a New Value

(I v @ v Pagev Safetyv Tookv @v

me | Workist | AddtoFavortes | Signout

€ Localintranet | Protected Mode: Off fa v ®10% -

Step

Action

Enter a run control ID into the Run Control ID begins with field.

New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
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IMBD jude law.

B -2 & - Pager Sofety~ Took- @ 7

@ NewWindow ? Help & Customize Page B http

Cataoglem: [ |a
AciviyCode: [ |

€ Local intranet | Protected Mode: Off Gh v B100% -

Step Action

5. Select the Report Request Parameter(s) needed to run the report.

You may select a Category, Catalog Item or Activity Code or all of the above to begin
this search. (Optional: You can choose to filter the information by date to determine
results desired).

Select the desired item(s) in the Report Request Parameter(s) box.

6. Click the Look up Category (Alt+5) button.

7. You can search for the Category Long Name in the begins with field.

Click the Look Up button.

8. Click the Look up Catalog Item (Alt+5) button.
9. You can search for the Category Item in the begins with field.

Click the Look Up button.

10. Click the Look up Activity Code (Alt+5) button.

=
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Step

Action

11.

You can search for the Activity Code in the begins with field.

Click the Look Up button.
Look Lp

12.

Click the Run button.

@Oo & hitps//hi@S.gmis.in.govFpsp/Im90prd/EVPLOYEE/ELM/c/LM_BLENDED_LEARNING.LM_RCTL_BLNDACT_RP.GBLZPORTALPA + £ State of Indiana [US] | 2| X || (= IMBD jude low\ o~
& Favoiites 3
| & Activity Components [ 5~ v [ @ v Pagev Safetyv Tooks~ @
ORACLE"
Home | Workist | AddtoFavortes | Signout
Favgjites  Mai Menu > Enterprise Leaming > Leaming Reports > Activity Components
Enewwindow  ? Help [ customize Page B nttp
Process Scheduler Request
UserID: 1251609 Run Control I0: Irv
Server Name: PSNT RunDate: (013012013 ]
Recurrence: - RunTime:  [258:49PM Reseto Gurrent Date/Time
‘Time Zone: Q
Process List
Select Description Processlame  Process Type Type “Format  Distribution
LMCATGRE LNCATGRE Crystal Web v PDF -~ Distribution
oK Cancel
Done €& Local intranet | Protected Mode: OFf 5 v R10% -

Step

Action

13.

Click the O_K button.
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[y
ORACLE"

Favorites  Main Menu > Enterprise Learning > Leaming Reports >  Activity Components

‘Actvity Components:

Run Control ID:

Run

ReporManager  Process Monitor
Process Instance: 171170

Report Request Parameter(s)

Category: State Personnel Department | Q,

E-Orientation Q

Activity Code:  [SPD_WBT_E-ORIENTATION |,

‘Start Dates

Catalog item:

To Date:

Training Guide

- v [ & v Pagev Safetyw Tookv @<

Home | Workist | Addto Favortes |

E0New Window  ? Help [& Customize Page

Sign out

nezp D

javascript:submitAction

in0(document.win

RK_LOADPRCSMONITORPB);

€ Local intranet | Protected Mode: Off Fu v ®100%

Step

Action

14.

Click the Process Monitor link.

Process Monitor

Revised 1/2013

| & Activty Components [

ORACLE"

Favgrites

Main Menu > Enterprise Learning > Leaming Reports >  Activity Components

View Process Request For

Q Type:

- Name: |

Refresh

~ Distribution
Status:

S —— - msous | BSEAEN pe
[ A770 Crystal LMCATGRE L251609 01/30/2013 12:39:10PM EST Success Posted Details
[ 71167 Crystal LMPRQRPT L251609 01/30/2013 12:12:10PM EST Success Posted Details
[ 7110 Crystal SOILM131  L251609 01/30/2013 8:20:31AM EST Success Posted Details
0 171138 Crystal LMCATGRE L251609 01/29/2013 409:35PM EST Success Posted | Details.
[ 171135 Crystal LMCATGRE L251609 01/20/2013 4:08:58PM EST Success Posted Details
[ 171134 Crystal LMCATGRE L251609 01/29/2013 4:03:01PM EST Success Posted Details
0 173 Crystal LMPRQRPT L251609 0112912013 3:53:37PM EST Success Posted | Details.
471130 Crystal LMPRQRPT L251609 01/20/2013 3:48:13PM EST Success  |Posted  |Details.
o r2r Crystal LM_CNRPT L251609 01/29/2013 3:21:18PM EST Suceess Posted Details.
[ 71126 Crystal LM_CNRPT L251609 01/29/2013 3:19:44PM EST Success Posted Details

Go back to Activity Components
B save | (=] oty |

Process List| Server List

W A https://hi5.gmis.in.gov/psp/Im90prd/EMPLOYEE/ELM/</LM_BLENDED_LEARNING.LM_RCTL_BLNDACT_RP.GBLIPORTAL v £ Identified by USERTrust | 2 | X || =] IMBD jude lsw!.
| Favorites

B - B - O @ - Peger Seiety~ Toosw @ 7

Home | Workist | AddtoFavortes | Signout

E0NewWindow 7 Help [& Customize Page

hitp

€& Local intranet | Protected Mode: OFf Fa v ®100%
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Step Action

15. Click the Refresh button until the Run Status column status is Success and
the Distribution Status column status is Posted.

Click the Refresh button.

Refresh _

16. Click the Details link.
Dietails

(I v I & v Pagev Safetyv Tookv @v

Home | Workist | _Add to Favortes.
Favorites - Main Menu > Enterprise Leaming > Leaming Reports > Activity Components

E0NewWindow  ? Help [& Customize Page B ntip

Process Detail

Prcar?
Instance: 171170 Type: Crystal
Name: LMCATGRE Description: LMCATGRE
Run Status:  Success Distribution Status: Posted

ran =2 ]
Run Control ID: v Hold Request
Location: Semver Queue Request
o CancatRsauest
Recurrence: © Delete Request

Restart Request

[ patemime ______________________ JActons |
Request Created On: 01/30/2013 12:3:14PM EST
Run Anytime After:  01/30/2013 12:39:10PM EST
Began Process AL 01/30/2013 12:39:28PM EST
Ended Process At:  01/30/2013 12:39:41PM EST

oK Cancel

javascript:submitA ction_win0(documnent.win0, PMN_DERIVED_INDEX_BTN'); € Localintranet | Protected Mode: Off Fu v ®I0% v

Step Action

17. Click the View Log/Trace link.
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[ATme—

Favorites  Main Menu > Enterprise Learning > Leaming Reports >  Activty Components

View Log/Trace

Report
ReportiD: 169754 Process Instance: 171170 Message Log
Name: LUCATGRE ProcessType:  Crystal

Run Status: Success

LMCATGRE

i
g

Distribution Node: HTTP_DIST Expiration Date:

Name File Size (bytes) Datetime Created
0

CRW_LMCATGRE 1711700g 01/30/2013 12:39:41.093000PM EST

LUCATGRE 171170PDF 61237 01/30/2013 12:39:41.093000PM EST
pssaltrace tro 505 01/30/2013 12:39:41.093000PM EST
Distribute Tc UL
Distribution ID Type “Distribution 1D
User L251609

Retumn

Training Guide

IMBD jude law!.

(I v & v Pagev Safetyv Tookv @v 7

E0NewWindow ? Help [& Customize Page B ntip

https://hi85.gmis.in.gov/psreports/Im90prd/169754/LMCATGRE 171170.PDF

@ Local intranet | Protected Mode: Off

-

H100% -

Step

Action

18.

Click the PDF link to review the Activity Component report.

ILMCATGRE 171170.PDF|

19.

End of Procedure.

How to Process a Activity Component Progress Report

The Activity Component Progress report allows you to review component progress and completion at the
activity level. You can view the lesson title, score (if recorded in LMS), and status of the component

(either Completed or Not Completed).
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G‘O__‘L_u = T ~ 14 Stateof Indiana [US] [ 45 | 3 |[[=] 8ing . L&
e Fovores s
| & Employee-facing registey content I B v B - = & v Page Safetyw Tookv @+
ORACLE" Hello Lindsay!! a
Wome | Womst | AddioFawrtes | Sgnout
Favories - Main Menu
Personalize Content | Layout ? Help
[Top Menu Features Description
[Menu
Search:
(]
b My Favortes
b SeifSenice
b Manager SeffService
» Enterprise Learing
b SetUpELM
[ Enterprise Components
b Worklist
[ Tree Manager
[ Reporting Tools
> PeopleTools
- Change My Password
- iy Sy
- ictionary
= eeds
@ Local intranet | Protected Mode: OFf fa v ®100% -
[l Enterprise Learning|
Base Navigation Page - Wir =l
(ISP i PTPP S ERd

FieldFormulaIScript AppHP7pt_fnar v & State of Indiana [US] [ 45 | x ||[=2 ing

iy Favorites

| & Base Navigation Page

Favgites  Mai Menu > Enterprise Leaming

ﬁ Enterprise Learning

View

3 profi

SetLeaming Environment
Setyour current Learning Environment.

Proaram Status Updates
Process program completions and expirations.

rocess Calendar
Process Calendar

Mass Enrollments
ess and review mass enrolment ransactions.
Enroliment

] Review lass Enrolment Request

ails

K] Financial

View and maitain enrolment records, and mark grades and attendance

Auto Mark Activity Completion

Process activty compietions.

[j=] Leamina Request Threshaid
Setup the otification threshold for learring requests.

Instructor Tasks
Complete instructor-related tasks.
] View Schedule

5] Mark Grades and Attendance:

Notifications
Send enrolimen, activty, and program notifications.
] Encoliment

ﬁ Learning Resources

¥e
‘subledger and export financial transactions fo your general ledger.
=] Maintain Purchase Orders
] Maintain Training Units
=] Review Subledaer

2

Learner Groups

Define and maintain learner groups.

] Maintain Learner Groups.
Populate Learner Groups

] Maintain Queries

(7

ﬁ Financial Reports

‘Generate financial reports for payment information, purchase order and

=] General Ledger Detal

=] External Payment

=) Payment Pending
ore.

equipment, materials,
facilties, and session templates.

= Equipment

5t

E Faciites

] Session Templates

Oraanizations
Create and maintain organizational information for depariments, customers,
‘vendors, and financing organizations.

=] Review Departments

E Customers

E Vendors

=] Financing Orgenizations

e

training uni pool usage, and transactions exported to your general ledger.

Add to Favortes |

| workist |

Sign out

Ve
Review and publish queued transactons.

=] Waitist Threshold
Set up the nofification threshold for wattists.

Leamer Tasks

Complete leaner-related tasks such as enrolment, approvals, supplementl

learning,

E Enroll Leamners:

=] Administer Activy Rosters

=] Administer Proaram Rosters
Bore.

I
items, delivery methods, actviies, programs, and supplemental earning
templates.
= laintain Categories
in ftems
= Maintain Delivery Methods
Titore,

User Profiles
Maintain user profiles for intenal and extemnal learners and instructors.
= internal Learners

= ExemalLeamers

= istructors

7

Leaming Reports

Generate learning reporis relted to activies and programs
Activity Components

] Activiy Roster

] Actvty Transerite
19 ore,

Z

Done

& Local intranet | Protected Mode: OFf H10% -
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Step

Action

Click the Learning Reports link.

|Lean|ing Reports

Click the Activity Component Progress link.

Ectivig Component Progress

[ Actiity Companent progress ©
e
v
2 Favoiites 3
| & Activity Component Progress (IR v [ @ v Pagev Safetyv Tooks~ @

A hitps://hB5.gmis.in.gov/psp/ImS0prd/EMPLOYEE/ELM/c/LM_E_LEARNING.LM_LEL_PRGRS_RPT.GBL?PORTALPARAM PTCN/ v 1 State of Indiana [US] | 41 | X

Home | Workist | AddtoFavortes | Signout

Favgjites  Mai Menu > Enterprise Leaming > Leaming Reports > Activity Component Progress

ENewwingow ? Hop Bntip
Activity Component Progress
Enter any information you have and click Search. Leave fields blank for a list of all values.

CEEETEIETR ( AddaNewValue

Waximum number of rows to return (up to 300): [300
Search by: Run Control ID begins with

[lcase sensitive

Search . |agvanced Search

Find an Existing Value | Add 3 New Value

Done € Local intranet | Protected Mode: OFf 3 v R10% -

Step

Action

Enter a run control ID into the Run Control 1D begins with field.
New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
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Actiity Component Progress -

M_E_LEARNING.LM_LEL PRGRS_RPTGBLY

| = 8ing

ORACLE"

Favorites  Main Menu > Enterprise Leamning > Leaming Reports > Activity Component Progress

Activity Component Progress

Run Control ID: Iry

ReporManager  Process Monitor (- RuD

Report Request Parameter(s)

Activity ID: Q

@ Seve | [ Retumio Searcn | [ Notity B Add UpgeieiDispl

B - B - @ - Pager Seiety~ Toosw @ 7

Home | Workist | AddtoFavortes | Signout

E0NewWindow  ? Help [& Customize Page B nip

€& Localintranet | Protected Mode: Off fa v ®10% -

Step

Action

Click the Look up Activity ID (Alt+5) button.

=

Click the Search by list.
| Activity D~ ~
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BB 0 B - R

Add to Favortes | Sign out
> Leaming Reports > Activity Component Progress

Look Up Activity ID

Start Date
I 001 0371672008
SPD_CHRIS 0373172008
SPD_LISA 03/31/2008
SPD_Barh 04/21/2008
10T_WET 1000 04/20/2008
10T_WET 2000 0872272008
10T_WBT_3000 08/20/2008
ot 08/26/2008

@ Localintranet | Protected Mode: OFf fa v ®10% -

Step Action
7. Click the Activity Code list item.
B
8. Enter the Activity Code and click the Look Up button.
NOTE: If you don't know the Activity Code you can use the Advanced Look Up feature.
Click the Look Up button.
9. Click the Activity Code link that matches the naming convention for the course.

[sFD noona 042620137
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Actity Component Prog
@ @ | A https://hi@5.gmisin.gov/psp/Im90prd/EMPLOYEE/ELM/c/LM_E LEARNING.LM_LEL PRGRS RPT.
%

1PTCN v

i Favorites

- v [ dh v Pagev Safetyw Tookv @<

ORACLE"
Home | Workist | AddtoFavortes | Signout
Favorites  Main Menu > Enterprisg Leaming > Leaming Reports >  Activty Component Progress
E0NewWindow ? Help [& Customize Page Bl http
‘Actvity Component Progr
Run Control ID:

ReporManager  Process Monitor - RUN

Report Request Parameter(s)

Actwvity

p202 Q.

[ save | | & Returntosearch | [] Notfy |

Updaiz/Diplay

) Erroron page.

€& Localintranet | Protected Mode: Off Fa v ®100%

Step Action

10. Click the Run button.

Favgjites Mai Menu  Enterprise Leaming » Leaming Reports > Activity Component Progress

n ? Help [ Customize P:
ENewwindow  ? Help [ Customize Page
Process Scheduler Request

UserID: L251609 Run Control 0: Irv

Server Name: PSNT ~| Run Date: 017292013 5

securren < RunTme:  [150:10PM Resetto Curent Dateime.
‘Time Zone: Q
Process List
SelectDescription Processlame Process Type Tyee “Format
Lu_STATS LU_STATS Crystal Web v POF v Distrioution
0K [ Cancel |

G Local intranet | Protected Mode: Off 5 v R10% v
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Step Action

11. Click the O_K button.

|€ Activity Component Progress -
5= [4 e

i Favorites 53

OYEE/ELM/</LM_E LEARNINGLLM_LEL PRGRS RPT.GBLZPORTALPARAMLPTCN: + 3 State of

ol x| = 8ing

| & Activity Component Progress ]

B v B v @ v Pagev Safeiyv Tookv @7
Home | Workist | AddtoFavortes | Signout

Favgrites  Main Menu > Enterprise Leaming > Leaming Reports > Activity Component Progress

Eriewiingow 2 Help [ CustomizePage Byt
Activity Component Progress
Run Control D: iy

ReportManager  Process Monitor 156

Process Instance:171107
Report Request Parameter(s)

Activity D 5202

& Seve | | Retumnio Search | =] Noiity

B add| [ F U

Process Instance71107

€ Local intranet | Protected Mode: OFf £

Step Action

12.

Click the Process Monitor link.
Process Monitor
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|& Activity Component Progress -

@O-— A hitps;//hBS.gmis.ingov/psp/Imd0prd/EMPLOVEE/ELM/c/LM_E_LEARNING.LM_LEL PRGRS_RPT.GBL?PORTALPARAM PTCN) v 13 State of Indiana [US] | ¢4 | X ||[=] Bing
& Favorites
| & Activty Component Progress ] B~ v 9 & v Pagev Safetyw Tookv @
Home | Workist | AddtoFavortes | Signout
Favgrites  Main Menu > EntevassLeavmﬂg > LeavmnngeDom > Activity Component Progress.
@0NewWindow ? Help [& CustomizePage Blntp
Senver List
UserID: [L251609 Q Type: - Last 1 Days - Refresh
Server: ~ Name: [ @ instance: |
~ Distribution -
Select Instance Seq. Process Type Erocess User Run DateTime Run Status
174107 Crystal LM_STATS L251609 01/20/2013 1:50:10PM EST Queued Details
171106 Crystal LMTRANRT L251609 01/29/2013 1:28:50PM EST Success Posted Details
171108 Crystal LMTRANRT L251609 01/29/2013 1:27:02PM EST Success Posted Details
171104 Crstal LWTRANRT 251600 012072013 126:38PMEST  |Success  Posted  Detals
171102 Crystal LMTRANRT L251609 01/20/2013 1:1252PM EST Success Posted Details
171101 Crystal LMTRANRT L251609 01/29/2013 1:10:10PM EST Success Posted Details
171100 Crystal LWTRANRT 251609 012072013 10757PMEST  |Success  Posted  Detalls
171009 Crstal LWTRANRT 251609 01/20/2013 10520PMEST  |Success  Posted  Details
171008 Crystal LMTRANRT L251609 01/29/2013 1:0451PM EST Success Posted Details
171089 Crystal LMTRANRT L251609 01/29/2013 10:53:30AM EST Success Posted Details
171088 Cnstal LWTRANRT 251609 01/20/2013 10.52.44AM EST  |Success  Posted  Detals
174087 Crystal LMTRANRT L251609 01/29/2013 10:50:28AM EST Success Posted Details
171085 SOR Report SOILMACT 'L251609 01/29/2013 10:23:13AM EST Success Posted Details
171075 SQR Report SOILMACT | L251609 01/29/2013 8:45:55AM EST Success Posted Details
171074 SQRReport SOILMACT |L251609 01/20/2013 8:44:11AM EST Success  Posted  Details
171073 SOR Report SOILMACT |L251609 01/29/2013 8:44:01AM EST Success Posted Details
171051 SR Report SOILMACT ' L251609 01/28/2013 3:27:11PM EST Success Posted Details
Go back to Activity Component Progress
@ save | [E] Notity 'm
Process List| Server List )l
Process Instance 71107 €& Localintranet | Protected Mode: Off fa v ®100% -

Step Action

13. Click the Refresh button until the Run Status column status is Success and the
Distribution Status column status is Posted.

Click the Refresh button.
Refresh

14, Click the Details link.
Dietails
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Favgrites  Main Menu > EntEYDvssLeavmng > LeavmnngEDoRs > Activity Component Progress.
E0NewWindow  ? Help [& Customize Page Bl http

Process Detail

instance: 171119 Type: Crystal

Name: Lu_STATS Description: LI_STATS

Run Status:  Success Distribution Status: Posted
T

Run Control I: v Hold Request

Location:  Sewer Queue Request

Server: PenT Cancel Request

© Delete Request
Recurrence:

Restart Request

Request Created On: 01/20/2013 2:30:25PM EST Parameters  Transfer
Run Anytime After:  01/20/2013 2:30:22PM EST Messaqe Log
Began Process At 01/20/2013 2:30:34PM EST Batch Timings
Ended Process At 01/20/2013 2:30:46PM EST View Log/Trace

(S

Process Instance 71119 @& Localintranet | Protected Mode: OFf fa v ®10% -

Step Action

15. Click the View Log/Trace link.

Favorites  Main Menu > Enterprise Leaming > Leaming Reports >  Activty Component Progress
E0NewWindow 7 Help [& Customize Page Bl htip
View LogiTrace
ReportiD: 169704 Process Instance: 171119 Message Log
Name: Lu_STATS ProcessType:  Crstal
Run Status: Success
Lu_STATS
Distribution Node: HTTP_DIST Expiration Date:
Hame File Size (bytes)  Datetime Created
CRW L STATS 1711191og 0 0112012013 2:30:45.890000PM EST
Lu_STATS 171119 PDF 71834 0112012013 2:30:45.890000PM EST
pssaltrace trg 505 0112912013 2:30:46.830000PM EST
Distribute To
stribution 1D Type “Distribution 1D
User L251609
| Retun
Process Instance1 71119 & Localintranet | Protected Mode: OFf fa v ®100% -
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Step Action

16. Click the PDF link to review the Activity Component Progress report.
ILM_STATS 171119.PDF

17.

End of Procedure.

How to Process a Learning Component Progress Report

The Learning Component Progress report allows you to review activities and their learning components
associated with a single catalog item or all catalog items within a category.

[ Employee-tacing registry content - Windo plorer

@O < [ hitps://hr.gmisingov/psp/Imprd /EMPLOYEE/ELW/h /Ztab=DEFAULT

~ 14 Stateof Indiana [US] [ 45 | x |[[=] 8ing P~

7 Favorites 3.

{6 Employee-facing registry content B v B - = @ v Pagev Safety~ Tookv @~

ORACLE’

Personalize Content | Layout

|- Wy Dictionary

Step Action

1. Click the Enterprise Learning link.
[l Enterprise Learning|
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% Favorites .

\ {@ Base Navigation Page

ORACLE’

Search:

Wy Favorites

> Self Senice
1 lanager Seif Service
= Enterpr nin

b Instructor Tasks

b Financial Reports
- SetLeaming Environment
~ Auto Mark Actiity

aitist Threshold
- Process Calendar
> SetUp ELM
[ Enterprise Gomponents
> Worklist
1 Tree lanager
> Reporting Tools
> PeopleTools
[~ Change Wy Password
|~ My Personalizations
- 1y System Profile
|- by Dictionary

ﬁ Enterprise Learning

View and maintain the learning catalog, learning resources and user profies. View and maintain enrolment records, and mark grades and attendance.

Set Learning Environment
I 52 you urotLorning e

= brocess program comletons and expratins.

[} Process Calendar

Process Calendar

Mass Enrollments
Process and review mass enolment transacions,
) Process Mass Enrolment

5 Review Mass Enroliment Request

ﬁ] Financial Details ﬁ]
Define purchase order and training uni poois. Update and
b

o

your general ledger.

5 Maintain Purchase Orders

E Maintai Training Units

5 Review Subledger
2More.

ﬁ Leamer Groups ﬁ
Defne and maintain leamer groups.

) Maintain Learer Groups
Populate Learner Groups:
5 Haintain Queries

ﬁ] Financial Reports

‘Generste financial reports for payment information, purchase
order and raining Ut pool usage, and transactons exported fo
your general leger.
I Genersl Ledger Detal
E External Payment

Proaram Status Updates =

Auto Mark Activity Completion

Process activy completions.

Leaming Request Threshold
Setup the notiication threshold for learning requests.

Instructor Tasks
Complete instruct
B View Schedule

5 Mark Grades and Attendance

elated tasks.

lotifications
Send enrolment, activity, and program noifcations.
B Enrolment

Leaming Resources

Defne and maintain leaming resources including equipment,
i

material, faciltes, and session templates.
5 Equipment

5 listerial

) Facilties

) Session Temphates.

Oraanizations

Create and maintain organizational information for departments,

customers, vendors, and fnancig organizatons.
B Review Departments

= Customers:

5 Vendors

B Financing Organizations

[[=] Vendor essage Management
Review and publish queued transactions to webcast vendors.

[ Waitst Threshoid
Setup the notiication threshold for wailists.

Leamer Tasks
Complete leamer-related fasks such as enrolment, approvals,
‘supplemental leaming, and learning requests. Manage activity

) Administer Proaram Rosters
e,

I
eywords, tems, deivery methods, activies, programs, and
‘supplemental eaming tempiates.
) lainiai Cateqories
E Hanan tems
B Maintan Deivery Wethods
i

ﬁ] User Profiles
Maitai user profis for internal and externalearners and
instructors.
= itemal Learners
= External Leamers
= nsiuctors

ﬁ Learning Reports
Generate learning reparts related to activiies and programs
I Actvey Components
I Actvey Roster
) Activy Transcrits
18 Ho

@ LocalnranetProtected Mode, OFF

Action

Click the Learning Reports link.

|L arning Report

Click the Learning Component Progress link.
Learning Component Progress |
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Bing

LEARNING.LM_LEL_PRGRS_RPT.GBL?PORTALPARAM_ PTCNAV=L v 4 State of Indiana [US] | 43 | X

&5 ()= [ Https//hv.gmisingov/psp/Imprd EMPLOVEE ELM/c LI |

% Favorites .

© O @ - Pager Ssidy~ Tods @

\ {@ Activity Component Progress

ORACLE’

> Leamer Groups Mew Window | Help |
b Organizations E—
 Learning Reporis

> Inspector General Activity Component Progress

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value \ A6d a New Value

Search by: Run Control ID begins with |

[ case sensitive
Actvty Component
Progre:
~ Activty Component Search_|
Structure
- Curticulum Completions
_ s compelons | Add a New Value
- ffer Completion

oares!
- Prerequisite Status
- Program Obieclives
Mappin
- Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment
= Auto Mark Activity

> SetUp ELM
> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools

- Chanae Wy Password
- My Personalizations

- 1y System Profile

|- My Dictionary -

Action

Enter a run control ID into the Run Control ID begins with field.
New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
Search
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€ Le: =

&5 ()= [ ttps1/hvgmisin.gov/psp/Imprd /EMPLOYEE/ELM/c/LM_BLENDED_LEARNING.LM_RUN_ACTPROG, GBLIFolderPath=PCR ~ 13 Identfied by USERTrust | ¢ | < | [[=] 2ing o~

Component Progress -

e Favortes 5.

& Leaming Component Progress B8 - ~ Pagew Safetyw Tools

ORACLE’

I Leamer Groups - New Window | Help | Customize Page |
U Organizations
 Learning Reporis
Lesming Repors [ Tearming Component Progress
b Child Senices
b O Run Control ID: Irv ReportManager  Process Honitor Eun)

Transcripts
Certiication Status
ication Compliance Activity: Q
Component

~ Actvity Component
Structure
~ Curriculum Completions

— Leamer Transcipt
aming Component
Progre
quisite Status
- Program Obleclives
Happing
- Program Roster
= Transcript b
Organization
aining Plan
earning Course Roster
= Course Signin
b Financial Reports L
- Setl eaming Environment |~
- Auto Mark Actity
Completion
- Vendor Message
Management
~ Program Status Updates
- Leaming Request
Thresholg
Waitist Threshold
alendar

> SetUp ELM
> Enterprise Components
> Worklist

o Tree Wanager

> Reporting Tools.

> PeopleTools

- Chanae Wy Password
- My Personalizations

- 1y System Profile L
|- Wy Dictionary -

@ Loca intronet | Protected Mode OFF

win0(document.wing,

Step Action

5. You can type in the Activity Code/ID or click the Look up (Alt+5) button.

6. Click the Activity Code list item.

Activity Code

7. Type in Activity Code and click the Look Up button.
Look Lp

8. Click the Activity Code link.
SPD WEBT ADAfor MgriSup 2012

9. Click the Run button.
Run
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Bing

% Favorites .

\ {& Leaming Component Progress

ORACLE’

Menu
> Leamer Groups.

b Organizations

= Leaming Reports

b Inspector General

Process Scheduler Request

Run Control ID: Iy

5 Corcton vser: wzste00
= Activ
Server Name: PSNT,
ty Transeripts
cation Status Recurrence:
fication Compliance Time Zone:
P B N o ocess List

Select Description

Actiity Progress

Proaress
Adtivity Component
e

Learning Component
Pre
- Prerequisite Status oK Cancsl
- Program Obieclives Lac ] e |
lapping
- Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports L
- SetLeaming Environment

- Wallist Threshold
Process Calendar

o SetUp ELM

1 Enterprise Components
> Worklist

o Tree Manager

> Reporting Tools

1 PeopleTools

|- Change My Password
- iy Personalizations

- iy System Profile L4

RunDate: 012512013 &

Resetto Current Date/Time

RunTime:  30453PH
ProcessWame  ProcessTwpe  *Type *Eormat
LM_PRGRP Crystal Web  ~ PDF

Distribution
~ Distribution

v 2 & v Pagev Safetyv Tookv @+

New Window | Help | Customi

|- by Dictionary -

Step

Action

10.

Click the OK button.
OK
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2] https://hr.gmis.in.gov/psp/Imprd/EMPLOYEE/ELM/c/LM_BLENDED_LEARNING.LM_RUN_ACTPROG.GBLIFolderPath=PORTAI v G State of Indiana [US]
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| @ Leaming Component progress

ORACLE’

Menu
b Leamer Groups.

b Organizations

= Learming Reports

b Inspector General

b Child Senices

b Comection

- Activity Components
= Activity Roster

Run Control ID: Iry

Prerequisite Status
- Program Obieclives
lapping
= Program Roster
= Transcript by
Organization
= Training Plan
= Leaming Course Roster
= Course Signin
b Financial Reports
- SetLeaming Environment

> Enterprise Components
> Worklist

> Tree Wanager

> Reporting Tools

> PeopleTools:

- Change Wy Password
- My Personalizations

- 1y System Profile

|- by Dictionary -

[ Tearning Component Progress

Reporbianager  Process Wonitor _ RU"

Activity: SPD_WBT_ADAfor MgriSup_2012 @

v [ @ v Pagev Safetyv Tooksv @

New Window | Help | Customize Page | &,

submitAction_win(docurent.win0, PRCSRQSTDL

javas:

RK_LOADPRCSMONITORPB);
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Step

Action

11.

Click the Process Monitor link.

Process Maonitor

ORTAl v I State of Indiana [US] | 3 | A

Bing

P

€ Leaming Component Progress

ORACLE’

b Leamer Groups.
b Organizations

v Leaming Reports [ Process List \( SemerList

b Inspector General

UserID: 251609 Q. Type:

Server: ~ Name:
Run - Distribution
Status:
~ Actvity Component Select Instance Seq. Process Type
Structu
- Cumculum Completions 170053 Crystal
- History by Department
- tern Completion 170050 Crystal
~ Leamer Transcript = ]
Leaning Component
rogre: 170056 Crystal
- Prerequisite Status
- Program Obleclives 170955 El)
Wapping 170954 Crystal
~ Program Roster
~ Transciptb 170053 Crystal
Organization 170052 Crystal
- Training Plan
= Learning Course Roster 170951 Grystal
L 170035 Crystal
> Financial Reports
- SetlLeaming Environment 170034 Crystal
= Auto Mark Activity
Auto Mark At 170933 Cnsta
170032 Crystal
170031 Crystal
170929 SQR Report
- Watist Thresholg 170028 Crystal
Process Calendar
b e 170027 Crystal
> Enterprise Components 170923 Crystal
o> worklist
o Tree Manager 170022 Crystal

|- My Dictionary

Go back tn | eaminn Comnanent Praaress

Process
Name

- Last 1 Days ~ _Refresh

Q Instance: to

User  Run DateiTime

LN_PRGRP L251609 01/26/2013 304:53PM EST
LM_PRGRP L251600 01/25/2013 255:37PM EST
LN_PRGRP L251609 01/25/2013 253:18PM EST

SOILID02
SOILMOD2
SOILMROS
SOILMROS
SOILMROS
SOILMROS
SOILM131
SOILMA31
SOILM131
SOILM131
SOILMA31
SOILMACT
SOILM131
SOILM131
SOILM131
SOILM131

L251609 01/25/2013 2:49:14PM EST
L251609 01/25/2013 2:33:40PM EST
L251609 01/25(2013 2:22:52PM EST
L251609 01/25/2013 2:20:54PM EST
L251609 01/2512013 2:13:06PM EST
L251609 01/25(2013 2:08:31PM EST
L251608 01/25/2013 11:50:324M EST
L251609 01/2512013 11:57:57AM EST
L251609 01/25/2013 11:56:25AM EST
L251608 01/25/2013 11:55:13AM EST
L251609 01/2512013 11:52:42AM EST
L251609 01/25/2013 11:09:59AM EST
L251608 01/25/2013 11:05:28AM EST
L251609 01/25/2013 11:03:48AM EST
L251609 01/2512013 10:50:58AM EST
L251608 01/25/2013 10:48:11AM EST

Run Status
Queued
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success

Success

5~ v O @ v Pagev Safetyv Tooksv @~

New Window | Help | Customize Page | ),

Distribution
Stays 2ot

NiA Details
Posted  Details
Posted  Detalls
Posted  Details
Posted  Details
Posted  Details
Posted  Detaily
Posted  Details
Posted  Detalls
Posted  Detaily
Posted  Detally
Posted  Details
Posted  Details
Posted  Detail
Posted  Detalls
Posted  Details
Posted  Details
Posted  Details

Posted  Details

I

Process Instance70963

@ Local ntranet | Protected Mode OFf

Step

Action

12.

Click the Refresh button until the Run Status column status is Success and the
Distribution Status column status is Posted.

Click the Refresh button.
Refresh

13.

Click the Details link.
Dietails
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5 (e [ e OVEE/ELM/c/PROCE PROCE GBLIPORTALPARAM PTCNAV v T State of Indiana [US] | 45 | x | (=] 5ing o~

% Favorites .

© O @ - Pager Ssidy~ Tods @

| @ process Monitor [

ORACLE’

Search: New Window | Help | Customize Page | B

> My Favorites Process Detail

> Self Senice
0 Wanager Self Service

1 Enterprise Learning Instance: 170063 Type: Crystal
> SetUp ELW

1 Enterprise Components Name: LW_PRGRP Description: Actviy Progress
> Workist

Run Status:  Success Distribution Status: Posted

> Tree lanager
> Reporting Tools

(= PeopleTools
0 Utities Run Control ID:1rv Hold Request
©> Portal " ‘Queue Request
b Search Engine Location: - Seer Cancel Roquest
< Process Scheduler Sever:  pSNT Pt
T te Request
Process Monitor Recurrence:
REN Sener Configuration Restart Request
 Performance Monitor
- Change Iy Password
- iy Personalizations
- v System Profle Request Created On: 0172512013 3:04:56PH EST Parameters  Transfer
Sl Run Anyt 0112512013 3:04:53PM EST Message Log

Batch Timings
View Log/Trace

Began Process At 01/25/2013 2:05:15PM EST

Ended Process At 01/25/2013 3:05:29PM EST

oK cancel

Step

Action

14.

Click the View Log/Trace link.

Revised 1/2013

[@ Process Monitor - Windows Inter

@Oc 2] https://h OVEE/ELM/c/PRO PROC GBLIPORTALPARAM_PTCNAV v ) State of Indiana [US] [ +3 | <. Bing P~

i Favorites

& Process Monitor ] (I v [ v Pagev Safetyw Tookv @<

ORACLE’

Search: New Window | Help | Customize Page | B
> My Favorites View Log/Trace
b Self Senice
1 Manager Self Service Report D: o Instance:
P eportID: 169555 rocess Instance: 170953 MessageLog
> SetUp ELM Name: LU_PRGRP ProcessType:  Crystal
B oD Run Status: Success
> Tree Wanager
> Reporting Tools Adtivy Progress
I PeopleTools
Utilties i .

e Distribution Node:  HTTP_DIST Expiration Date: (0210172

 Search Engine

<~ Process Scheduler s Fest

Process Monitor Name File Size (bytes)  Datetime Created

 REN Server Configuration |  CRW LIl PRGRP 17095310g 0 01/25/2013 3:05:29 400000PM EST

© Perfarmance Hanitor Ll PRGRP 170963 PDF 69351 0172512013 3:05:29 400000PM EST
- Change by Password
i pssatracetre 499 0112512013 3:06:20.400000PM EST
- iy System Profile Distribute To
|- biv Dictionary Distribution ID Type “Distribution ID

User L251609

Return

#100%

https:/hr.gmis.in.gov/psreports/Imprcl/169555/LM PRGRP_170963.PDF
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Action

Training Guide

15.

16.

ILM_PRGRP 170963.PDF|

Click the PDF link to review the learning component progress report.

End of Procedure.

How to Review the Prerequisite Status Report

Employes-facing registry

@O @[ & https://hi@S.gmisin.gov/psp/Im90prd/EMPLOVEE/ELM/h/2tab=DEFAULT
2 Favorites -,

~ 3 State of Indiana [US] | ¢4 | x

Bing " o~

A

ORACLE' HelloLindsay!!

B8

1 @ - Page~ Sofety~ Tooks~ @+

Favorites  Mai Menu

Personalize Content | Lavout

[Top Menu Features Description (=]

B

b Set ]

b Enterprise Components
b Worklist

b Tree Manager

b Reporting Tools

b PeopleTools

~ Change My Password

~ by System Profile
- by Dictionary
eeds

Wome | Worst | AddtoFavortes | Sgnout

? Help

@i Local intranet | Protected Mode: Off

- R10% -

Step

Action

Click the Enterprise Learning link.
|- Enterprise Learning]
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i Favortes 5.

[R e vage

Favgites  Main Menu > Enterprise Leaming

ﬁ Enterprise Learning

View profi

=] Set Leaming Enuronment
Setyour current Learning Environment.

Proaram Status Updates

Process program completions and expirations.

=] Brosess Calendar
Process Calendar

Mass Enrollments

Process and review mass enrolment ransactions.
es: Enroliment

=] Review lsss Enrolment Request

Financial Details

View and maitain enrolment records, and mark grades and attendance

Auto Mark Activity Completion
Process activty compietions.

[j=] Leamina Request Threshaid
Setup the otification threshold for earring requests.

Instructor Tasks
Complete instructor-related tasks.
] View Schedule
5] Mark Grades and Attendance:

Notifications
Send enrolimen, activty, and program notifications.
] Encoliment

Leaming Resources

¥e

‘subledger and export financial transactions fo your general ledger.
Maintsin Purchase Orders

] Maintain Training Units

=] Review Subledaer

ﬁ Learner Groups

Define and maintain earner groups.
=) Maitai Leamer Groups
=] Populse Leamer Growps
=) Maitain Queries

ﬁ] Financial Reports

=] General Leder Delal
] External Pavment
] Payment Pending

‘Generate financialreports for payment information, purchase order and
training unit pool usage, and transactions exported to your general ledger.

equipment, materials,
facilties, and session templates.

= Equipment

= Materil

Eacities
1=l Session Templates
ﬁ Orqanizations
Create and maintain organizatonal informatin for depariments, customers,
vendors, and fancing organizations.
= Review Depariments
= Customers
= Vendors
= Einancing Organizations

- v [ v Pagev Safetyw Tooksv @~

Workist

Add to Favortes |

Vendor M
Review and publish queued transactons.

=] Waitist Threshold
Set up the nofification threshold for wattists.

Leamer Tasks

Complete leamer-related tasks such as enrolment, approvals, supplementl

learning,

E Enroll Leamners:

=] Administer Activy Rosters

=] Administer Proaram Rosters
Blore.

ﬁ] atalog

Mainiai aspecis of he Learning Catalog incuing categories, keywords,
iems, delivery methods, actvies, programs, and supplemental learing
tempiates
E lainiain Cateqores

ﬁ] User Profiles

Maintai user profies for nernal and externalleamers and instrucors.
 pteral Learners
E ExemalLeamers
 nstructors

ﬁ Leaming Reports
Generate learning reports related to acfiviies and programs.
civ onents

] Activiy Roster
] Actviy Transerits
18 More.

Sign out

5
-

€& Local intranet | Protected Mode: Off A v H10% -

Action

Click the Learning Reports link.

|Lean|ing Reports

Click the Prerequisite Status link.

|Prereg nisite Status
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GO- b https://hB5 gmisin.gov/ psp/Im30prd/EMPLOYEE/ELM/c/LM_ENRLMT.LM_RUN_PRQ_RPT.GBL?PORTALPARAM PTCNAV=L -

3 State of Indiana [US] | ¢4 | x ||[=] 8ing L
e Favorites 5.
| & prerequisie status ] & - ) @ v Pagev Safety~ Tookv @+ 7

Home | Workist | Add to Favoris
Favoiites - Main Menu > Enterprise Learning > Leaming Reports > Prerequisite Status

ENewWindow 7 Help Bl nttp
Prerequisite Status

Enter any information you have and click Search. Leave fields blank for a list of all values.

EEEECITREN ( AddaNew Value

Maximurm number of rows to return (up to 300): [300

Search by: Run Control ID begins with |

[case sensitive

Search . |advanced Search

Find an Existing Value | Add a New Value

€& Localintranet | Protected Mode: Off fa v ®100% -

Step Action

4, Enter a run control ID into the Run Control ID begins with field.

New run control ID's may be added by clicking the Add a New Value tab.

Click the Search button.
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of Indiana (US] | ¢ | < [| (=] 5i0g

|| & precquisce satus BB B - Pager ey Todsw @+ 7

ORACLE"

Home | Workist | Addto Favories | Sign out

Favorites - Main Menu > Enterprise Learing > Leaming Reports > Prerequisite Status

Run Control ID: v ReportManager  Process Motor [ =oRUN]

ENew Window  ? Help &’ Customize Page B} http

Report Request Parameter(s)

@& Local intranet | Protected Mode: OFf fa v ®10% -

Step Action

5. Enter the Activity Code or click the Look Up button.

of Indiana (US] | ¢7 | < || (=] 5i0g

A Prerequisite Status v B - ) @ v Pagev Safetyv Tookv @v

ORACLE"

| workist | AddtoF: | Sign out
Favoiites - Main Menu > Enterprise Learing > Leaming Reports > Prerequisite Status

Look Up

Search by: | Actiity ID

[ LoakUa_| Cahstivty ID
M‘Lca‘a\"éuhem [
Delivery Method ID
Search ResDelivery Method Type 1D
Gnlythe first 3p0StartDate /an be displayed. Enter more search key
information and search againto reduce the number of search resuls.
Vew100 First 4] 1300100 [3] Last
Activity Code Start Date
10T_WBT 0001 031612006
033142008
033142008
042142008
0412002006
0512202006
10T _WET 3000 062002006
tot 0612642006

@& Local intranet | Protected Mode: OFf fa v ®100%
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Step Action

You can search by the Activity ID or Code and click the Look Up button.

NOTE: If you don't know the Activity Code you can use the Advanced Look Up feature.
Click the Look Up button.

Click the Activity Code link that matches the naming convention for the course.
[5PD_00009_031413]

Prerequisite Status - Windows
T

@O- b https://hB5 gmisingov/ psp/ImO0prd/EMPLOYEE/ELM/c/LM_ENRLMT.LM_RUN_PRQ RPT.GBL?PORTALPARAM PTCNAV=L ~ 5 State of Indiana [US] | 3 | x | [[= #ing L P~
P ——

[ATeesae

(I v I & v Pagev Safetyv Tookv @v 7

Home | Workist | AddtoFavortes | Signout
Favorites  Main Menu > Enterprisg Leaming > Leaming Reports > _Prerequiste Status
E0NewWindow  ? Help [& Customize Page B hip
Run Control ID: v Report Manager P Monit iRy
Report Request Parameter(s)
Activity Code: SPD_00009_031413 Q

) Erroron page.

€& Localintranet | Protected Mode: Off fa v ®10% -

Step Action
8. Click the _Run button.
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I_ENRLMT.LM_RUN_PRQ_RPT.GBL?PORTALPARAM PTCNAV=L + & State of Indiana [US] | ¢4 | x || (=] 8ing

U Favortes 5.

[aTe—— \

RACL

Favgrites - Main Menu > Enterprise Learing > Leaming Reports > Prerequisite Status

Process Scheduler Request

UserD: 1251600 Run Control ID: Irv
Server Name: [psr Run Date: 01202013 £
Recurrence: * RunTime: [1Z1210PM | Resetto Current Date/Time
Processlame Process Tye Type “Format
LUPRQRPT Grystal Web v PDF v Distrioution

Hom

E0NewWindow 7 Help [& Customize Page B nip

Add to Favori

Sign out

Done

@ Local intranet | Protected Mode: Off

G-

H100% -

Step

Action

Click the OK button.

Revised 1/2013

| orkist

Add to Favorites | Sign out

iy Favorites

| A Prerequisie Status ]
ORACLE"

Favgites  Mai Menu  Enterprisg Leaming » Leaming Reports > Prerequisie Status

Senver List

L251609 Q Type: > Last - [ 1 Days - Refresh
~ Name: [ @ Instance:
< Distribution -
Status:

Select Instance Se. Process Typs. process  user  Runateme Runstatus  Destribution poiy
[ |171167 | crstal LWPRQRPT 1251609 01/30/2013 12 12:10PMEST  Queued  NA Details.
[ 171150 Crystal SOILM131 |L251609 01/30/2013 8:20:31AM EST Success  Posted Detalls
[ 171138 Crystal LMCATCRE L251609 0112012013 40:35PM EST Success  Posted  Details
[ 171135 Crstal LMCATGRE L251609 01/29/2013 408:58PM EST Success  Posted  Details
[ 171134 cnstal LUGATGRE 251608 0112912013 4:03:01PM EST Success  Posted  Detalls
[ 171131 Crystal LUPRQRPT 1251602 0112912013 3:53:37PH EST Success  Posted Details
[ 171130 Crystal LMPRQRPT 1251609 0112012013 3:48:13PM EST Success  Posted  Details
[ 171127 crstal LM_CNRPT 1251609 01/29/2013 3:21:18PM EST Success  Posted  Defails
[0 171128 Crystal LI_GNRPT 1251608 0112912013 3:19:44PM EST Success  Posted  Detalls
[ 171120 Crystal LU_STATS |L251608 0112012013 2:52:54PM EST Success  Posted Details
[ 171119 Crystal LU_STATS 1251600 0112012013 2:30:22PM EST Success  Posted  Defails
[ 17111 Crystal LU_STATS |L251602 0112912013 2:28:46PM EST Success  Posted  Detalls
[ 17117 | cnstal LU_STATS 1251608 0112012013 2:24:05PM EST Success  Posted  Detalls
[ |171118 Crystal LU_STATS |L251609 01/2012013 2:22:22PM EST Success  Posted  Details
[ 171115 | cnstal LW_STATS |L251609 0112912013 2:04:08PM EST Success  Posted  Defails
[0 171114 | onstal LU_STATS |L251602 012912013 2:00:22PM EST Success  Posted Details
[ 171100 Crystal LU_STATS |L251608 0112012013 1:58:37PM EST Success  Posted  Detalls
[ |171108 Crystal LU_STATS |L251600 012012013 1:52:16PM EST Success  Posted  Details
[ 171107 | crstal LW_STATS | 1251609 01/29/2013 1:50:10PM EST Success  Posted  Defails
[ |171108 Crystal LUTRANRT |L251602 0112912013 1:28:50PM EST Success  Posted Detalls
[ |171105 | Crstal LUTRANRT L251609 0112012013 1:27:02PM EST Success  Posted  Details
[ 171104 Crstal LMTRANRT 1251609 01/29/2013 1:26:33PM EST Success  Posted  Details
[ |171102|  cnstal LUTRANRT L251608 0112012013 1:12:52PM EST Success  Posted  Detalls
1171101 Grystal LMTRANRT |L251609 01/29/2013 1:10:10PM EST Success  Posted _Details

Process Instance:71167

€ Local intranet | Protected Mode: OFf

-

R10% -
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Step

Action

10.

Click the Refresh button until the Run Status column status is Success and the
Distribution Status column status is Posted.

Click the Refresh button.

11.

Click the Details link.
Dietails

AT
Favgites  Man Menu > EnterprseLeaming > Leaming Reports > Prerequite Status
Process Detail
instance: 171167 Type: Crystal
Name: LUPRORPT Description: LIPRGRPT
Run Status:  Success Distribution Status: Posted
ittt ki
Run Control D:1rv Hold Request
Location:  Server Queue Request
sorver - © CancolReauest
© Delete Request
Recurrence: Restart Request
[actons ]
Request Created On: 01/30/2013 12:12-13PH EST Parameters  Transfer
Run Anytime After:  01/30/2013 12:12-10PM EST Message Log
Began Process At 01/30/2013 12:1234PH EST Batch Timings
Ended Process At 0130/2013 12:1547PH EST View Loq/Trace
0k || Cancel
Process Instance 71167 €& Localintranet | Protected Mode: Off fa v ®100% -

Step

Action

12.

Click the View Log/Trace link.
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Prerequisite Status - Windows
HE T

@O- 4 https://hiB5.gmisingov/ psp/m30prd/EMPLOYEE/ELM/c/LM_ENRLMT.LM_RUN_PRQ_RPT.GBL?PORTALPARAM PTCNAV=L ~ 13 State of Indiana [US] | 3 [ X

U Favortes 5.

| & prerequisteSatus Biv B @ - e Seteys Todsv @ 7

Favgiites  Main Menu > Enterprisg Learning > Leaming Reports > Prerequisite Status

E0NewWindow ? Help [& Customize Page B ntip

View Log/Trace

Report ID: 169751 Process Instance: 171167 Message Lo
Name:  LMPRORFT  ProcsssType:  Gysial

Run Status: Success

LUPRORPT

i
g

Distribution Node: HTTP_DIST Expiration Date:

Name File Size (bytes) Datetime Created
CRW LWPRORPT 171167.Ioa 0 01/30/2013 12:15:47.173000PM EST

LUPRQRPT 171167.PDF 50,278 01/30/2013 12:15:47.173000PM EST
Dpssaltrace tro 505 01/30/2013 12:15:47.173000PM EST
Distribution ID Type “Distribution 1D
User L251609

Retumn

Process Instance71167 @& Localintranet | Protected Mode: OFf £ | R100% -

Step Action

13. Click the PDF link to review the Prerequisite Status report.
LMPRQRPT 171167.PDF]

14.

End of Procedure.

Instructor Tasks

Enterprise Learning Management provides instructor support features that can be used to review teaching
schedules and activity rosters. Activity rosters assist with managing attendance and grading for learning
activities.

Instructor schedules are only available to persons identified as an instructor during item and/or activity
set-up. Individuals are only able to view their personal instructor schedule.

How to Mark Grades and Attendance
Procedure

This lesson will teach instructors how to mark grades and attendance for an activity using the activity
component roster or the activity roster.

Revised 1/2013 300 | Page




ternet Explorer
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| Address |@ https:/{devhr . gmis.in.govipspiimup L fEMPLOYEESELMh/?tab=DEFAULT

ORACLE’

Personalize Content | Layout

[ My Favarites

[ Self Service

[ Manager Self Service
I Enterprise Learning
[ Set Up ELM

[ Wiarklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Change Wy Password
— hiv Personalizations:
— hiv Systern Profile

— Wiy Dictionary

]

| ] Done
distart| |G & ©

| L Inbox - Microsoft Qutiook || &1 Employee-facing regi...

0T & @ mtemet

| @| B @ s

Step

Action

Click the Enterprise Learning link.
i Enterprise Learning]

Revised 1/2013

Base Navigal

icrosoft Internet Explarer

eBatk - O - B @ (h |psEar(h *Favuntes @‘ Bv Q} i

- JEd 3

Address [{@] hps:jdevhr. amis in. govfpspfmup LIEMPLOYEE ELMs{WEBLIE_PTPP_3C, HOMEPAGE FieldFormula. 15cript_AppHPTpt_friame=c0_ENTERPRISE_LEARNINGFulderPal

Search:

> My Favorites
[ Self Service
- Manager Self Senice

[ Instructor Tasks
[> Leamer Tasks
[» Mass Enrallments
[ Motifications
I Catalog
[» Financial Details
I» Leaming Resources
[» User Profiles
> Leamer Groups
I» Organizations
I» Leaming Reports
I Financial Reports
— Set Learning Environment
— Auto Mark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
[- Set Up ELM
[ Warklist
> Tree Manager
> Repaorting Tools
> PeopleTools
— Change My Password
— My Personalizations
— My Swstern Profile
— My Dictionary

ﬁ Enterprise Learning

iz el maintain the learming catslog, learning resources and user profiles, View and maintain nrollment recarde, and mark grades and attendance.

E Set Learning Emvironment
Set yaur currert Learning Environmert

E Program Status Updates
Process pragram completions and
expirtions

Mass Entollments
Process and review mass enroliment
fransactions.

[ElProcess Mass Enroliment
ERevigw Mass Enrolinent Redquest

ncial Det:

efing purchase order and training unt pools
Updste and maintain your subledger and
export financial transactions t your general
leciger.

=

2

Purchase Orders

= Maintsin Training Urits
ElRevisw Sublesiter
2hore..

Auto Mark Activity Completion

= Vendor Message Management
Fracess activity completions.

Review snd publish cueusd transactions to
webcast vendors.

ﬁ Learner Tasks

Complete learner-related tasks such as
envallmert, approvals, supplements! learming,
and learning requests. Manage activity and
program rosters.
ElEnroll Learners
=] Achminister Activity Rosters
= Administer Program Rosters

2Mare..

ﬁ Catalog
Maintain aspects of the Learning Catalog

ﬁ Instructor Tasks

Complete instructor -relsted tasks
=l wiew Schedule
Elnark Gracles and Attendance

ﬁ] Notifications
Send enrollment, sctivity, and program

natifications includling cetegories, keywords, ftems,
ElEnrolment delivery methods, activities, programs, and
] ctivity supplemental learning templates.
ElProgram EMaintin Catenories

EIMaintin tems:
Elhaintain Delivery Methods
4 More..

ﬁ User Profiles
Maintain user profiles for internal and external

learners and instructors.
Elinternal Learners:

ﬁLeﬂr g Resources

Define and mairtain learming resources
incluging equipment, materials, facilties, and
seasion templates

ElEquipmert ElEsternal Learners
Ematerial Elinstructors
ElFacities

Elsession Templates

=

| €] Done
i start J ey 1CI®)

| [ Inbox - Microsoft Qutiook || &7 Base Navigation Page...

[ 2 @ mntemet
J @| @@ TE 1:5pm
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Step

Action

Click the Instructor Tasks link.

Click the Mark Grades and Attendance link.

!ﬂﬂl k Grades and Attendance

2} Mark Grades and Attendance - Microsoft Internet Explorer |8 x|
3 = n - »
J @Back - Q- \ﬂ @ gh | /.)Search 57 Faverkes {‘}‘ -l - J ﬁ b 3 H File | W

| addvess [{€] hitps: b qmis.in. gorvipspiimup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_INSTRLICTOR, GBLPORTALPARAM_PTCNAY=LM_INSTRUCTOR_GBLAEOPP.5CNade=EL 7| Go HLim >
Search:

Mew Window | Help | Custamize Page | &, =

[+ My Favorites
[- Self Service
> Manager Self Service
- Enterprise Learning

Mark Grades and Attendance

= Instructor Tasks Title: l—
Activity Code: Q

[> Leamer Tasks Tvpe: jv

b Mass Enroliments Confirmation ID: Q

[> Motifications

I Catalog Instructor: Kathy Hicks

[> Financial Details L .

> Leaming Resources earner: Q

b User Profiles Employee ID:

> Leamer Groups

[ Organizations Language Code: B

> Leaming Reports L

I> Financial Reports Acthvity Status: |~ |

— Set Learning Envirgniment fon: l—

= Auta Mark Activity Location: a

Completion Start Date: From: [
— ¥endor Message
Management To:
— Program Status Updates
[> Set Up ELM

[ Warklist

[ Tree Manager

[ Reporting Tools

- PeopleTools

— Change by Passward
- My Personalizations ‘
— My System Profile

Search Reset

The search returned no results. Refine your search criteria.

|~ My Diclionary LI

| &] Done 0T & @ mtemet

istart| | (G @ @ o | [ Inbox-Micresoft Outiook || €] Mark Grades and Att... | @| [ B 1:16m
Step Action

The instructors name automatically defaults into the Instructor field.

Enter additional search criteria to search for activities assigned to the instructor.
Jathy Hicks

To search for existing data, click the Search or Look Up button to see a complete or
partial list of items associated with the search criteria. At times, PeopleSoft may only
return the first 300 items for undefined searches. To locate items in lists with more

than 300 items, the search criteria will need to be further defined.

To further define search criteria:
Enter specific search information into one of the search option fields. When

available, the drop-down menu button options, magnifying glass button, and the

calendar button features will assist with narrowing the search for specific data
and/or assist with setting search parameters.
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Step Action

5. Click the Search button to locate activities.
Search
6. Locate the correct learning activity in the list of values.

Q The Learning Activities section blue title bar lists the number of returns on the

' right-hand side of the blue title bar. The search may return more learning activities
than can be viewed on one page. To view additional activities use the following
options located in the Learning Activities blue title bar:

- Use the scroll left arrow or scroll right arrow buttons on each side of the
numbered returns (use First link to return to the first page of returns and use the Last
link to go to the last page of returns), or;

- Click the View All link to view all of the returns or increase the number of returns
on the page, or;

- Click the Find link to locate a specific value within the list.

In addition, clicking the column titles will order the list either alphabetically or
chronologically depending on the column title that was clicked.

Step Action

7. After locating the learning activity, click the Roster button to the right of the activity.
Roster
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ark Grades and Attendance - Microsoft Internet Explorer —|&] x|

S = 5 e »
- - ( <) | 6= = - e iy

Jeaack © - 1] & Lh|/_)5earch g Favarkes )| (- (o i 3 H Fie S,

| Address |:éj hitps:/{devhr . amis.in. gov/pspimup L JEMPLOYEE/ELM/cjLM_ADMINISTRATIVE.LM_INSTRUCTOR GBL?FolderPath=PORTAL_ROOT_OBJECT CO_ENTERPRISE_LEARNING.L v | [E] Go Hum 24

Search: Mew Window | Help | Custamize Page | &, =
[ My Favarites P
> Self Service Activity Roster
> Manager Self Service
|~ Enterprise Learning Activity Name: PeopleSoft 8.9 eRecruit for Hiring Mar TutorialType: Learner Initiated Testing

= Instructor Tasks o i . "

— View Schedule Activity Code: SPD_00032_110209 Contact: Kathy Hicks
e Start Date: 11/2/2008 End Date:

W LeemE TS Last Enrollment Date: .. Last Drop Date:

> Mass Enroliments Available Seats: - Available Waitlist: i}

[> Motifications Language: English Duration: 3 Hrs

> Catalog

[> Financial Details

[> Leaming Resources & save Previgus | Mext | Feturn To Search Page

[+ User Profiles

> Leamer Groups

[» Organizations

> Leaming Reports

1> PlIvInGE(] Repur‘tﬁ_ Activity Roster \ Activity Component

— Set Learning Envirgniment

= Auto Mark Activity b
Completion Enrollment Status | Grades and Attendance | Learner Details | View All

— ¥endor Message
Management

— Program Status Updates

To show or change the selected filter options click on Search Options

[> Set Up ELM
[ Warklist
[ Tree Manager -
> Reparting Taols Name Employee ID Conf & Current W;}l(llsi
[ PeapleTools I Status Briority
— Change by Passward

-~ Cathy Holdman 10000246988 267233 Enrolled Details
- My Personalizations ) —I
- My Systerm Profile ™ Jefirey Mullins 10000228755 267304 Completed Details
|~ My Diclionary

™ Micole Russell 10000236338 267325 Completed Details I LI

] 1T & @ mtemet
istart| | (G @ () @ | [ Inbox-Micrasoft Outiook || ] Mark Grades and Att... | @| [ @) 2:50Pm

Step Action

8. The system defaults to display the Activity Roster - Enrollment Status search results in a
list. The listis in the Activity Roster section of the page.

To enter individual scores for learners in the activity roster,
click the Details button to the right of the learner's name.

Details

= The Details button is not available for those learners whose enrollment was never
approved or was denied.
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2} Mark Grades and Attendance - Microsoft Internet Explorer

=18[x]|

J Qe - ©) - %] 2] 7o | ) searn 5 Pavarkes {f;‘ -oEw-l JA3 3

H Fle 7

L]
W

| addvess [{€] hitps: b qmis in.gorvipsplmup EMPLOYEE fELM/cjLIM_ACMINISTRATIVE, LM_INSTRLICTOR, GBL ?FolderPath=FORTAL_ROOT_OBJECT,CO_ENTERPRISE_LEARNING.L 7| Go HLim >

[+ My Favorites

> Self Service Learner Roster

> Manager Self Service

- Enterprise Learning
= Instructor Tasks

Cathy Holdman, Program Director 2, SPD - Communications

[> Catalog Last Enrollment Date: .. Last Drop Date:
[> Financial Details

Duration:
I Leaming Resources 3 Hrs

ORACLE’
Search: Mew Window | Help | Custamize Page | &, =
®

Learner Initiated Testing

*ViEWSEhEﬂ‘ Activity Name: PeopleBoft 8.9 eRecruit for Hiring Mar TutorialType:
s ant Activity Code: SPD_00032_110208 Contact: katw Hicks
[ L Tasks
b Mi?zzrg\fmsems Enroliment Status: Enrolled Confirmation Number: 257293
I Notifications Start Date: 11/02/2008 End Date: -

[+ User Profiles
[> Leamer Groups Save
[> Organizations

Return To Previous Page

> Leaming Reports
I» Financial Reports
— Set Learning Envirgniment

— Auto Mark Activity Completion Details
Carmpletion Enroliment Status Passing Status ‘Grade
— ¥endor Message Enralled Pending Mot Graded -
Management
— Program Status Updates —-—
> Sat Up ELM Activity Components
[ Warklist Status

[ Reporting Tools

- PeopleTools

— Change by Passward
- My Personalizations
— My System Profile

|~ My Diclionary

(> Tree i assing i
o Manader Name Type 'Attendance ‘Grade P.‘;?I';] Score g)‘:l“)sletloll

PeopleSoft 8.8

eRecruit for " I—L[ I—L, l— Mot
| Hiring Mar Sessions | Unknown Mot Grade Pending attemptad

Tutorial

&l

|& [
istart| | (G @ () @ | [ Inbox-Micrasoft Outiook || &] Mark Grades and Att...

| @|Ea@E 2sm

Step

Action

The Learner Roster section appears to update the attendance, grades, and enter a score
the selected learner for one or all activity components for the activity.

10.

Details section.

Click the Grade drop-down menu button to select the learner's grade in the Completion

11.

Components section.
—

Make the changes to the learner's attendance, grade, and score in the Activity

If there are multiple activity components, more than one component may be selected
to perform a single action by checking the checkboxes of the left of activity names in
the Name column. For example, to change an attendance and/or grade status for
multiple activity components at the same time, check the checkbox for each activity

the status is to be changed.

After checking the checkboxes of the activity components to process an action for,
locate the Set Attendance to or Set Grade to drop-down menu button(s) to select
the action(s) to be processed from the list of values (Set Attendance to or Set Grade
to lists are often located at the bottom of the page). Then, click the Go button to
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complete the process.

k Grades and Attendance - Microsoft Internet Explorer

IS

Qo - © - 1x) &) D] Dmwen Lroonm @ (3 k= - L B

BN

Address [{@] hueps:jdevhr. amis in. govfpspimup LJEMPLOYEE JELM/c/LM_ADMINISTRATIVE.LM_INSTRUCTOR, GELFFalderPath=PORTAL_ROCT_OBJECT.CO_ENTERPRISE_LEARNING.L 7] [ 60 HLinks >

= Instructor Tasks

Search: Enroliment Status: Enralled Confirmation Number: 257293
® Start Date: 11i02/2009 End Date: -
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[ Self Service Duration: 3Hrs
> Manager Self Sernvice
= Enterprise Learning & save Return To Previous Page

vy Schedule

Completion Details

[> Mass Enraliments Enroliment Status Passing Status
[> Motifications Enrolled Pending o -

> Catalog
[> Financial Details

I Leaming Resources Components
[> User Praofiles Status
Rk Name Type *Attendance ‘Grade %ﬂ Score g‘“—l—;':‘“’sle"‘)"

> Organizations

I» Leaming Reports

[I» Financial Reparts

— Set Learning Enironment

— Auto Mark Activity
Completion

- ¥endor Message
Management

— Program Status Updates

[> Set Up ELM

[ Warklist

> Tree Manager

> Repaorting Tools

> PeopleTools

— Chanoe My Password

— My Personalizations

PeapleSoft 8.9
eRecruitfor
Hiring Mor
Tutorial

Sessions  |Unknown ¥ Mot Grade *|  Pending :Ittnetmpted

Selectall [0 Clearal

'Set Attendance to:

Select, = EI
Select, = EI

"Set Grade to:

— My Swstern Profile
— My Dictionan
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Step

Action

12.

Click the Save link.

13.

Click the Return To Previous Page link.
[Return To Previous Pags|
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rk Grades and Attendance

crosoft Internet Explorer
-

JeBack -© - ¥ A @ |pSearch /' Favartes (‘}‘ - i - 3 H Fie ™
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Search: New Window | Help | Custamize Page | 5 4]

(©)]

[}

[+ My Favorites

b Self Service Activity Roster
> Manager Self Service
[~ Enterprise Leaming Activity Name: PeopleSoft 8.9 eRecruit for Hiring Mar TutarialType: Learner Initiated Testing
= Instructor Tasks o i . "
_ View Schedula Activity Code: SPD_00032_110209 Contact: Kathy Hicks
ndance Start Date: 11022009 End Date: -
- Leamer Tashs Last Enroliment Date: .. Last Drop Date: -
[ Mass Enrallments Available Seats: - Available Waitlist: 0
[> Motifications Language: English Duration: 3 Hrs
> Catalog
[> Financial Details
[> Leaming Resources & save Previgus | Mext | Feturn To Search Page

[+ User Profiles

> Leamer Groups

[» Organizations

> Leaming Reports

I» Financial Reports

— Set Learning Envirgniment

= Auto Mark Activity b
Completion Enrollment Status | Grades and Attendance | Learner Details | View All

— ¥endor Message
Management

— Program Status Updates

[ Bkl U (B0 1-10 0710 rows
-

To show or change the selected filter options click on Search Options

Activity Roster \ Activity Component

[ Warklist
[ Tree Manager

- Reporting Tools Name Employee ID Conf &
- PeopleTools

— Change by Passward
-~ Cathy Holdman 10000246988 267233 Enrolled Details
- My Personalizations ) —I

— My System Profile I~ Jefirew Mulling 10000228755 267304 Completed Details
|~ My Diclionary
™ Micole Russell 10000236338 267325 Completed Details I LI

& F0 T8 @ e
istart| | (G @ () @ | [ Inbox-Micrasoft Outiook || ] Mark Grades and Att... | @| B E 2zzem

Step

Action

14.

To locate an individual learner within a multi-page list, click the Search Options link.
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- salfSenice Activity Roster
- Manager Self Senice
- Enterprise Learning Activity Name: PeapleSoft & 9 eRecruit for Hiring Mor TutarialType: Learner Initiated Testing
< Instructor Tasks o . . N
— View Schedule Activity Code: SPD_00032_110208 Contact: Kathy Hicks
Start Date: 1110212009 End Date: -
I Learner Tasks Last Enrollment Date: Last Drop Date: .
[ Mass Enroliments Available Seats: - Available Waitlist: 1}
[» Motifications Language: English Duration: 3 Hrs
> Catalog
[» Financial Details
[ Learming Resaurces & save Previous | Mex | Return To Search Page

[> User Praofiles i
> Learner Groups
> Organizations

[> Leaming Reports First Name:
[I» Financial Reparts
— Set Learning Environment Last Name:
— Auto Mark Activity . l—
Employee ID:
Completion ploy
= ¥endor Message Confirmation Number:

Management
— Program Status Updates

> Sot Up ELM From Date: G

[ Warklist

[> Tree Manager To Date:

> Repaorting Tools
> PeopleTools

— Chanoe My Password
- Wy Personalizations M Enrolled ¥ waitii Mc [ Mot € I Pending Approval

- My Swsterm Profile v Dropped ¥ Denied ¥ In Progress [+ Pending Payment
— My Dictionan |

| €] Done Y
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Step Action

15. Enter search criteria for the learner.

A Mark Grades and Attendance - Microsoft Internet Explorer =121 x|
. > 7y > L~
J @Back = d = \ﬂ \ELI J\ | /,)Search 5.7 Favorkes 6}‘ <o i~ J ﬂ ﬂ H Fis ”| W

| addvess [{€] hitps: b qmis.in.gorv{pspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_INSTRLICTOR, GBL ?FolderPath=FORTAL_ROOT_OBJECT,CO_ENTERPRISE_LEARNING.L 7| Go HLim >

Search: Mew Window | Help | Custamize Page | &, =
[ My Favarites P
> Self Service Activity Roster
> Manager Self Service
|~ Enterprise Learning Activity Name: PeopleSoft 8.9 eRecruit for Hiring Mar TutorialType: Learner Initiated Testing
= Instructor Tasks o i . "
_ View Schedula Activity Code: SPD_00032_110209 Contact: Kathy Hicks
- B Start Date: 11/02/2008 End Date:
W LeemE TS Last Enrollment Date: .. Last Drop Date:
> Mass Enroliments Available Seats: - Available Waitlist: 1]
[> Motifications Language: English Duration: 3 Hrs
> Catalog
[> Financial Details
I Leaming Resources & save Previous | Med | RetumTo Gearch Page

[+ User Profiles e
> Leamer Groups
> Oraanizations

[> Leaming Reports First Name: l—
I Financial Reparts

- SetLearning Environment Last Name:

= Auto Mark Activi Emplayee [D: l—

Completion
— ¥endor Message Confirmation Number:

Management
— Program Status Updates

> Set Up ELM From Date: el

[ Waorklist
[> Tree Manager To Date: El
[ Reporting Toals

[ PeopleToals

— Change My Passward
Wiy Personalizations  Enrolled ¥ Watli M ¢ ¥ Not C ¥ Pending Approval

- My System Profile [ Dropped ¥ Denied ¥ nProgress ¥ Pending Payment

|~ My Diclionary LI
| 2] Done } [T |5 [ memet
i#/start J [EN - JENG] J [+ Inbox - Microsoft Outlook || €1 Mark Grades and Att... J @| &R zmzpm

Step Action

16. Click the Search button to locate the learner. (This process may be done to search for
individual learners on any listing.)

E Save

17. Click the Grades and Attendance link.
[Grades and Atendance|

18. Grades, attendance, and scores can also be changed and/or entered for individual or
multiple learners from the Grades and Attendance Activity Roster

Select... -

@ Multiple learners may be selected to perform a single action by checking the
checkboxes of the left of learner’s names in the Name column. For example, to
change an activity status for multiple learners to the same status at the same time,
check the checkbox for each learner whose status is to be changed.
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After checking the checkboxes of the individual learners to process an action for
multiple learners, locate the Set Attendance to or Set Grade to drop-down menu
button(s) to select the action(s) to be processed from the list of values (Set
Attendance to or Set Grade to lists are often located at the bottom of the page).
Then, click the Go button to complete the process.

Step

Action

19.

If different grades or attendances are required for different sets of multiple learners, click
the Clear All link to clear all of the checkboxes for the first action.

Then, check the checkboxes for the next set of learners to perform the next multiple action
for.
lear All

20.

Click the View All link to view a list of learners combining all of the fields from the
Enrollment Status, Grades and Attendance, and Learner Details pages, if desired.
i All

21.

To add comments regarding a learner's grade, attendance, or score; click the Comments
button to the right of the Score field for the learner.

[
=
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ORACLE’

s Mews Window | Help | Custorize Fage | i
U My Faworites Roster for SPD_00032_110209
> Self Service = =

> Manager Self Service
I Enterprige Learning

= Instructor Tasks
— Wiew Schedule
- s and

Add Comments
Cathy Holdman, Program Director 2, SPD - Communications

To save your updates ta the comments for this learmer, click the OK button below and then click the
[ Learner Tasks Save button on the Activity Roster page
[> Mass Enrallments [
[> Motifications I
> Catalog
[> Financial Details
> Leaming Resources
[+ User Profiles
> Leamer Groups
> Oraanizations
[» Leaming Reports
I Financial Reports
— Set Learning Environment
— Auto tark Activity
Completion
— ¥endor Message
Management
— Program Status Updates
[ Set Up ELM
[ Warklist
[ Tree Manager
- Reporting Tools
> PeopleToals
— Change My Passward
— My Personalizations
— My Systern Profile

=€

El

o
=]

0 Cance|

Retutn To Previous Pade

|~ My Diclionary
| &] Done [T |5 [ memet
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Step

Action

22.

Enter the instructor comments into the Comments field.

& {

The system displays the comments information entered into the Comments field on
the self-service Activity Progress page that learners and managers can access.

Comments also appear on some reports.

Step

Action

23.

When finished entering comments, click the OK link.

ey

/2 Mark Grades and Attendance - Microsoft Intarnat Explorer

TS

@Back - J - \ﬂ \g _h | /,-'] Search ‘it(Favur\tes @}‘ e :? i, ~ _J ﬂ 3

BN

Address [{@] hueps:jdevhr. gmis in. govfpspfimup LJEMPLOYEE JELM/c/LM_ADMINISTRATIVE.LM_INSTRUCTCR, GELFPORTALPARAM_PTCNAY=LM_INSTRUCTOR_GELEEOPP.5Code=eL 7] [ 60 HLinks >

ORACLE
Menu B
Search:

®

[ Wy Faworites

. 5alf Senice Activity Roster
> Manager Self Sernvice
I Enterprise Learning Activity Name: PenpleSoft & 9 eRecruit for Hiring Mor TutarialType:

Learner Initiated Testing

Mew Window | Help | Customize Page | & ]

[> User Praofiles

- T?_W“DTT@S"S Activity Code: SPD_00032_110209 Contact: Kathy Hicks
Start Date: 11/02/2008 End Date:
I LamerTasks Last Enrollment Date: .. Last Drop Date:
[ Mass Enroliments Available Seats: Available Waitlist:
[> Motifications Language: English Duration: 3 Hrs
> Catalog
[> Financial Details
[ Leaming Resources Save Previous | Mext | Return To Search Page

> Learner Groups
> Organizations
I» Leaming Reports

To show or change the selected filter options click on Search Options

[I» Financial Reparts

— Set Learning Environment Component

Activity Roster \ Acti

— Auto Mark Activity
Completion
- ¥endor Message
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
> Tree Manager

Enrolment Status | Grades and Attendance | Learner Details | Miew All

1-10 0710 rows
]

Comments

> Reporting Tools Name *Grade Score
> PeopleTools
~ -
el S ™ cathy Holdman [Notraged =] [oignatatena=] | @
— My Personalizations I~ Jefirey Mulling [Pass x| [atended ] | @
- v Svster Profile
— v Dictionary ™ Micole Russell [Pass | [atended = &S] =
€] [ [ [&[@ meme

distart| | (G @ @ | [ Inbox-Micresoft Qutiock || &]Mark Grades and Att...

| ElaB@E uasm

Step

Action

24,

B

Click the Save link to save any changes or comments to the activity roster.

25.

within an activity, click the Activity Component link.
ctivity Compaonent

To make changes to multiple learner attendance, grades, and scores for all components
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Changing a learner's grade and attendance information for an activity does not affect
attendance and grade information entered for the activity's components. However,
changing a learner’s grade and attendance information for a component DOES

affect the attendance and grade information for an activity.

Step

Action

26.

Details

To enter individual or multiple scores for learners in the component roster, click the Details
button to the right of the component's name in the Activity Components section.

2} Mark Grades and Attendance - Microsoft Internet Explorer

S

Back - () - %] @] 70| O search oravarkes &3] 6 L i - 3
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ORACLE
Menu B

Mew Window | Help | Custamize Pane | & =

Search:

> My Favorites

[+ Self Service

> Manager Self Service

Component Roster

> Enterprise Leaminy Component Name:  PeopleSoft 8.9 eRecruitfor Hiting  Type: Sessions
7 Instructor Tasks Mgr Tutorial
— Yiew Schedule Activity Name: SPD_D0032_110208 Duration: 3 Hrs
=N s and
: Save

. Retumn Ta Previous Page
I Learner Tasks

[> Mass Enrallments
[> Motifications

> Catalog

[» Financial Details

To show or change the selected filter options click on

Search Options

> Leaming Resources
[+ User Profiles

[» Leamer Groups

> Oraanizations

I Learning Reports Name Employee ID ‘Attendance  ‘Grade Passing Score Combletion
I Financial Reports Status = Status

— Set Learning Environment

10000246988 | Unknown > | | Mot Gradi =] Pending Mot Atternpted

™ cathy Holdman

— Auto Mark Activity
Campletion [T Jefirey Mullins 10000228755 |Unknown > | | Mot Gradi x| Pending Mot Atternpted

— ¥endor Message
Management

— Program Status Updates
(- Set Up ELM
[ Waorklist
[ Tree Manager
[ Reporting Toals
> PeopleToals
— Change My Passward
— My Personalizations
— My Systern Profile
|~ My Diclionary

[ Micole Russel

10000236338 [Unknown 7] [Not Gradix] Penting
I ShemyStole 10000021671 [Unknown =] Mot Gragiz] Pending
I™ LindsayVan Mess 10000261600 [Unknown =] [Not Grad ] Fending
I MarkSheeran 10000256870 [Unknown =] [Mot Gragiz] Pending
I HeatherWihitaker 10000242606 [Unknown ] [Mot Gradiz] Pending

SelectAll [ ClearAll

[ motatterptea
[ notatempted
[ wotatterpted
[T motaternpted
[ notatempted

1-7af 7 rows

[l

&l
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Step

Action

217.

component.

The Component Roster section appears to update the attendance, grades, and enter a
score for the selected learner(s) for the activity component and all activities within the
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ORACLE'
Menu B
Search:

®

[+ My Favorites

[- Self Service

> Manager Self Service

- Enterprise Learning

= Instructor Tasks
— Wiew

[> Leamer Tasks

[ Mass Enrollments

[> Motifications

> Catalog

[> Financial Details

> Leaming Resources

[+ User Profiles

> Leamer Groups

[» Organizations

> Leaming Reports

I» Financial Reports

— Set Learning Envirgniment

= Auto Mark Activity
Completion

— ¥endor Message
Management

— Program Status Updates

[> Set Up ELM

[ Warklist

[ Tree Manager

[ Reporting Tools

- PeopleTools

— Change by Passward

- My Personalizations

— My System Profile

|~ My Diclionary

Component Roster

Component Name:  PeopleSoft 8.9 eRecruitfor Hiring Type:

Mgr Tutorial
Activity Name:

SPD_00032_110208

Sessions

Duration: 3 Hrs

Mew Window | Help | Custamize Page | &, =

Save

Returmn To Previous Page

To show or change the selected filter options click on

Name Employee ID  *Attendance

10000246988 [Unknown 7] [Mot Gradiz]
10000228755 [Unknown ] Mot Gradix]
10000236338 [Unknown 7] [Not Bragi=]
10000021671 [Unknown 7] [Mat Gradi=]

™ Cathy Holdman
[T Jefirey Mulling
™ Nicole Russell

[~ SheryStolle

Search Options

Grade

[ Lindsay Van Mess 10000251609 | Unknawn > | | Mot Grad >

[ Mark Sheeran

10000256870 | Unknown > | | Mot Gradi

[T Heather\hitaker 10000242606 [Unknown | |Mot Gradi >

SelectAll [ ClearAll

Passing
Status

Pending
Pending
Pending
Pending
Pending
Pending

Pending

1-70f 7 rows

Seore o

[ motaternpted
[ notatempted
[ notaternpted
[ notatempted
[ motatterpted
[ notatempted
[ notatterpted

Completion
us

&l

|&
istart| | (G @ () @ | [ Inbox-Micrasoft Outiook || ] Mark Grades and Att...

|@|Ea@E 2sem

Step

Action

28.

section.

[

Make the changes to the learner's attendance, grade, and score in the Component Roster

Multiple learners may be selected to perform a single action by checking the
checkboxes of the left of learner’s names in the Name column. For example, to
change a component status for multiple learners to the same status at the same time,
check the checkbox for each learner whose status is to be changed.

After checking the checkboxes of the activity components to process an action for,
locate the Set Attendance to or Set Grade to drop-down menu button(s) to select
the action(s) to be processed from the list of values (Set Attendance to or Set Grade
to lists are often located at the bottom of the page). Then, click the Go button to

complete the process.
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rk Grades and Attendance icrosoft Internet Explorer
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ORACLE'
Search:

(©)]

To show or change the selected filter options click on

Search Options
[+ My Favorites

[- Self Service

> Manager Self Service
- Enterprise Learning
= Instructor Tasks

— Wiew Schedule
N N Passing Completion
e Name Employee ID ‘Attendance 'Grade Status Score Status
[> Leamer Tasks [T cathyHoldman 10000246988 |Unknaown = | [Mot Grad =] Pending Mot Atternpted
[ Mass Enrollments
> Motifications [T Jefirey Mullins 10000228755 | Unknown > | | Mot Gradi x| Pending Mot Atternpted
> Catalog
> Financial Details ™ Nicole Russell 10000236338 |Unknown | |Mot Gradi x| Pending Mot Atternpted
[ Leaming Resources lﬁ =
[ User Profiles ™ Shemv Stalle 10000021671 | Unknown Mot Grady Pending Mot Atternpted
EBEE’”E’?’”UDS [T Lindsay Van Ness 10000251609 [Unknown  *| Mot Grad »| Pending Mot Atternpted
rganizations
[» Leaming Reports ™ Mark Sheeran 10000256870 |Unknown | | Mot Gradi ¥} Pending Mot Atternpted
I» Financial Reports
— Set Learning Enwironment [T Heatherhitaker 10000242806 [Unknown x| |Mot Gradi x| Pending Mot Atternpted
= Auto Mark Activity
Cavpliize Select Al Clear Al
— ¥endor Message o
Management
— Program Status Updates
[> Set Up ELM ‘Set Attendance to: Select. x| Go
O Worklist -
> Tree Manager Set Grade to: EET - | Go
[ Reporting Tools
- PeopleTools
— Chante hty Password & zawe Return To Previous Pare

- My Personalizations
— My System Profile
|~ My Diclionary

1-7af 7 rows

|& (|
istart| | (@ @ () @ | [ Inbox-Micrasoft Outiook || ] Mark Grades and Att...
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Step

Action

29.

Search Options

To locate an individual learner within a multi-page list, click the Search Options link.
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ORACLE
Menu B

Mews Window | Help | Custornize Page |

L=

Search:
©

> My Favorites
[ Self Service
- Manager Self Senice
- Enterprise Learning
 Instructor Tasks

— Wiew Schedule

Component Roster

PeopleSoft 8.8 eRecruit for Hiring Type:
Mor Tutorial
SPD_00032_110209

Component Name: Sessions

Activity Name: Duration:

& sae

3Hrs

EReturn To Previous Page
[> Leamer Tasks Return To Previous Page

[+ Mass Enroliments
[» Motifications
> Catalog
[» Financial Details
I Learing Resources
[> User Praofiles
> Learner Groups
> Organizations
I» Leaming Reports
[I» Financial Reparts
— Set Learning Enironment
— Auto Mark Activity
Completion
- ¥endor Message
Management
— Program Status Updates
[> Set Up ELM
[ Warklist
> Tree Manager
> Repaorting Tools
> PeopleTools
— Chanoe My Password
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— My Swstern Profile
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—
—
—
—

[
[ &

First Name:
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Employee ID:
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From Date:
To Date:

[¥ Mot Atternpted
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Step

Action

30.

Enter search criteria for the learner.

A Mark Grades and Attendance - Microsoft Internet Explorer =121 x|
J@Bazk = d = \ﬂ \E‘] gh|f-.)Search *Favnmtes '&3‘ = ; i ~ J ﬁ ﬁ H Fis ”| W

| addvess [{€] hitps: b qmis.in.gorv{pspiimupt EMPLOYEE fELM/cjLIM_ACMINISTRATIVE. LM_INSTRLICTOR, GBL ?FolderPath=FORTAL_ROOT_OBJECT,CO_ENTERPRISE_LEARNING.L 7| Go HLim >

Search: Mew Window | Help | Custamize Page | &, =
[+ My Favorites
> Self Service Component Roster
> Manager Self Service
|~ Enterprise Learning Component Name:  PeopleSoft 8.9 eRecruitfor Hiring Type: Sessions
= Instructor Tasks Mgr Tutorial
— Yiew Schedule Activity Name: SPD_D0032_110209 Duration: 3 Hrs
—h s and
2 Sawe
© Leamer Tasks Return To Previous Page
[> Mass Enrallments
[> Motifications To show or change the selected filter options click on - Search Options

> Catalog
[> Financial Details

> Leaming Resources First Name:

[+ User Profiles

[> Leamer Groups Last Hame:

N e Employee ID: | |

[» Leaming Reports
> Financial Reports Confirmation Number:

— Set Learning Environment
— Auto tark Activity

Completion From Date: [
— ¥endor Message .

Management To Date: &
— Program Status Updates
[ Set Up ELM

- Worklist ¥ completed ¥ Incomplete ¥ In-Progress [V Mot Atempted
> Tree Manager

[ Reporting Toals Search Reset

> PeopleToals

— Change My Passward
— My Personalizations
— My Systern Profile

|~ My Diclionary

1-70r7 rows Jid|

[T |5 [ memet
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Step

Action

31.

Click the Search button to locate the learner. (This process may be done to search for
individual learners on any listing.)

Search

32.

Click the Save link to save any changes or comments to the component roster.
Save

33.

Click the Return To Previous Page link to return to the Activity Roster page, if desired.
[Return To Previous Page|

34.

Congratulations! You have successfully manually updated learner grades, attendance,
and/or scores using activity or component rosters.
End of Procedure.
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How to Conclude a Course
Procedure

This module will instruct you on how to close out an active course. It is important to have marked
attendance and grades first.

{2 Employee-facing registry content - Windows Internet Estplorer =181 x|
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b SetUp ELM

- Enterprise Components
orklist

> Application Diagnostics
b Tree Manage

- Reporting Tools

b PeopleTools

~ Change iy Password
~ v Personalizations

= My System Profile

= iy Dictionary
- My Feeds

15 _PTPP_5C HOMEP AGE,FioiFar i J5cpt_AppHPTpt_frnome=CO_ENTERPRIS o o - P [~ [Risom -

Step Action

1. Click the Enterprise Learning link.
i Enterprise Learning]

2. Click the Catalog link.

3. Click the Maintain Activities link.
Maintain Activities
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dows Internet Explorer

JRETES]
G@ . [IE] htts:f]cevhrS0.mis.n.qovipspfim30dey JEMFLOVEE/ELMIc/L_RESOURCE _VANAGEVENT.LY_ACT.GBLIFORTALPARAM_FTCNAY=LM_AcT_coLE0Rp.Chod ]| & |2 ][ | [ ans [o]]
| Fle Edt view Favortes Tools  Hel
| o Fovortes | s A orace Peopleoft Enterpis... (=) Sugoested Shes -
55| -| @ mainean actieins % | 5 Hotml- ndsay_vanness.

J@ v v [0 v Pagev Safetyv Took+ @

Home | Workist | MutiChannel Console |  Add to Favortes |
Favrites | Main Menu > Enterprise Leaming » Catslog > Maintai Activities

Sign out

@ new Window 2 Help B hitp

Maintain Activities

Enter any information you have and dlick Search. Leave fields blank for a list of all values

\dan Existing Value [ ELCUREIT

Waximum number of rows to return (up o 300): [200 |

Activity Code:  [begins witn =] |

Activity Status: [= =l [actve =l
Catalogitem: [beamswin =] |

Delivery Method:[begins win =] |

sartbate: [ & | &

I~ case sensitive

Search || Clear | Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

wating For

00+ [EVMPLOYEEJELMciLM_RESOLRCE_MANAGEMENT,LM_ACT, GBL7ICBFROMPT-

[T T Sdocalinganet RS

Step Action

4, Search for the Activity Code that you wish to conclude.

5. Click the Search button.
Search
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dows Internet Explorer

. [IE] htts:f]cevhrS0.mis. . qovipspfim30dey JEMFLOVEE/ELMIc/L_RESOURCE_VANAGEVENT.LI_ACT.GBLIFORTALPARAM_FTCNAY=LM_AcT_cotE0Rp.Chod ]| & |9 ][ | [ ans
| Fle Edt view Favortes Tools  Hel
| e Fovortes | o A orace Peopleoft Enterpis... (=) Sugoested Shes -
55~ @8 mainkan acties 3¢ | 2 Hotmai - indsay_vanness@ | v B ey Sefetye Took v @ 7
ORACLE'
Home | Workist | MutiChannel Console |  Addto Favories | Sign out
Favorkes | MMan Menu » Enterprise Leaming » Caglog » Mantan Activies
&0 NewWindow ? Help [ Customize Page B nttp 2]
[ Actviy Details THEZILLY] | Completion | | Adivity Costs |
Esae [Ecrestenew Tcione [pelete  SendNotfications Retum To Actuity Search
Catalogltem: SPD_2012_HII Deiivery Method: _Computer-Based Training
General Information
“Actiity Code: [2012_Dupont_test
*Start Date: 03082012 |
End Date: )
“ApprovalType:  [nene =]
Catalog Approver: [ la
Administrator: T o
Pimarymstuctors [ @
“Status: [rwe =]
“Language: [Engish =]
Education Units: | |
ovmer: [ndsayvantiess | @
Currency Code: [usp]a
Internal Price: 0.00
Internal Drop Charge:  [0.00 |
External Price: 0.00
External Drop Charge: [0.00 |
price: [T
Drop Charge: (0000
Learning Period
LeamningPeriod: | |Days >
[pone [T T Sdocalintranet [7a - [®Riow -

Step Action

Click the Status list to change the course from Active to Concluded.

dows Internet Explorer

=181 x]
%‘ - [ M_RESOLRCE_IMANAGEIENT.LN_ACT GBLIPOR TALPARAN_PTCNAY=LM_ACT_GeLezpr.sctiod ]| b |[$9|[%] [ eng
| Fle Edt View Favorites Tools Help
J ¢ Favorites J 5% 4 Oracle PeopleSoft Enterpris... |~ Suggested Sites
55 - @ mainkan activios | 2 Hotmal- indsay_vennesse |5 - B - - pege ety Toos - @ 7
ORACLE"
Home | Workist | Mulichannel Console |  Addto Favories | Sign out
Favgrtss | Main Menu > Enterpriss Leaming > Catzlog > Mantan Activfies
Enewwindow ? Help (& customize Page Byntp 2]
[ Acivity Detaits RN ~ Completion | || Actiity Costs_|
Esae [EcresteNew cione [ Delete  SendNofifications  Retur To Actvity Search
Catalog tem: _sp Delivery Method: _Computer-Based Training
General Inform:
“Activity Code: [2012_Dupont_test
*Start Date: o3rer2012 |
End Date: |
“Approval Type: None =l
CatalogApprover: [ @
Administrator: [ - Y L
Primarynstructor: [ Q
“Status:
“Language:
Education Units
Oviner:
*Currency Code: [uso]a
Internal Price: 0.00
Intemal Drop Charge:  [0.00 |
External Price: 0.00
External Drop Charge: [0.00
price: [oooo |
Drop Charge:  [0.000
Learning Period
Leaning Period: | | Days 2
Done [T [ ocalintranet: [y« [How -
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Step Action

7. Click the Concluded list item.

dows Internet Explorer

=181 x]
1_RESOLRCE_IMANAGEIENT LIN_ACT GBLIPOR TALPARAN_PTCNAY=LM_ACT_Getezpr.sctiod ]| b |[$9|[ ] [ eng (2]
| Fle Edt view Favorites Tools  Help
J < Favorites J 5% 4 Oracle PeopleSoft Enterpris... |~ Suggested Sites ~
55 - @ mainkan actvies | 2 rotmal- Indsay_vamess@... |2 - B - - pege ety Toos - @ 7
ORACLE"
Home | Workist | Mulichannel Console |  Addto Favories | Sign out
Favgrtas  Main Menu > Enterpriss Leaming > Caglog > Mantan Activies
B NewWindow ? Help [& Customize Page B http <]
Learning s Completion Actiity Costs
Esae [EcresteNew cione [ Delete  SendNofifications  Retur To Actvity Search
Catalog Item: SPD_2012_HI1 Delivery Method: _Computer-Based Training
General Information
“Activity Code: [2012_Dupont_test
“Start Date: 0310812012 |15
End Date: |
“Approval Type: None =l
CatalogApprover: [ @
Administrator: [ S -
Pimaryinstrucor: [ Q
“Status: =
“Language: | EF T |
Education Units: | |
Oviner: [Lindsay van tiess | &
*Currency Code: [uspla
Internal Price: 0.00
Internal Drop Charge: (0.0
External Price: 0.00
External Drop Charge: [0.00
Training Units
price: [oooo |
Drop Charge:  [0.000
Leaning Period: | | Days 2
pore [ [ [ [ [ e [73 - [Riow =

Step Action

8. Click the Save link.

End of Procedure.
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