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Job Aid: Manage Curricula
Purpose

The purpose of the Manage Curricula job aid is to guide you through the step-by-step process of
creating a curriculum.

In this Job Aid, you will learn how to:
e Add a Curriculum
e Associate items to Curriculum
e Add a Subcurriculum to a Curriculum

Terminology:

Title: Title of the curriculum. Displays to the user on the Curriculum Status screen.
Creation Date: Indicates the date the curriculum was created.

Active: Indicates whether the curriculum is active or inactive in the database.
Domain: Identifies administrative ownership of the record.

Curriculum Type: Indicates an area that the curriculum is specific to (HR, IT, Safety, etc.).
Basis Date: Indicates the start date of the interval to be used for Calendar based
assignments for an item within the curriculum.

Force Incomplete: If checked, determines whether the curriculum status should be
complete or incomplete based on user’s latest attempt at completing any required
item assigned by the curriculum.

8. Description: Displayed to user with information about the curriculum.

9. Enable electronic signature: If checked, an electronic signature (PIN) is

required when a learning event is recorded for items in this curriculum.
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Task A. Add a Curriculum

Note: Verify that the Admin tab is
selected.
1. Navigate to Learning >
Curricula.
2. Click the Add New link.

3. Enter a Curriculum ID.

4. Complete the curriculum Title
and Description fields.

5. Enter a Domain ID in the
Domain field. Click the Search
icon to search for and select a

domain if you do not know the ID.

6. Select a Curriculum Type.

7. Leave the Force Incomplete
checkbox unchecked.

8. Click Add.
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1.

2.

Select Contents of the new
curriculum just added.
Select Edit to the right of
Contents.

Click the Add Content icon
(green plus sign).

Select Items from the drop
down list.

Enter criteria in the keyword
field to search for the items to
include in the curriculum.
Click Search.

Click the Add checkbox next to
each item to add to the

curriculum.
Click Add.

Task B. Adding Items to Curriculum

Related Contents

Assignment Profiles Type Title

Catalogs

VA Privacy and Information Security Awareness and Rules of Behavior

Documents

Contents [ &2 -
ltems a

Requirements

M

Subcurricula Title

Keyword: I jtype serach value here I

AddiRemove Criteria © Soarch || Resat

B
of 29. [iEa)

Recordsper Pege 10 ¥ Page: 1 2 2 4 5 oPrevious Nexts (283 totsl records) Page 1
Select All / Deselect All
Item Title Add
COURSE 10176 (Rev 1 - 8/27/2011 01:11 PM VA Privacy and Information Security Awareness 7 &
America/New “ork) o
COURSE 102 (Rev 1 - 5/27/2011 10:28 AM America/New  DLR CERT TEST - Talent Management System [
York} Extravaganza - TITLE
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9. Click Edit link next to the first
item in the list.

10. Enter an Initial Number.
11.Select an Initial Period.
12.Select an Initial Basis.
Do not enter Retraining
Assignments.
13.Enter a Basis Date, if
applicable.
14.Enter an Effective Date.
15.Select an Assignment Type.
16.Click Apply Changes.
Repeat steps 9 -16 for each
item in the curriculum.
Note: For more information on
initial assignments, effective
dates, and assignment types,
refer to the Period Based
Curricula job aid.

1. Select Contents of the new
curriculum just added.

2. Select Edit to the right of
Contents.
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Contents | @

Entity ID Title
OMNLINE 403 (Rev 1 - 4/5/2012 12:12 PM America/New

COURSE 10176 (Rev 1 - 8/27/2011 01:11 PM
America/New York)

COURSE 102 (Rev 1 - 5/27/2011 10:28 AM America/New

Rernove

VA Privacy andlnformn I~ 0

York) Security Awareness a

Rules of Behavior

\/A Privacy and Information Edit [ |

Security Awareness

DLR CERT TEST - Talent

York) Management System
Extravaganza - TITLE

Select All/ Deselect All

Display
Order  Select

Edit B =

= Required if either Initial Basis or Retraining Basis is calendar based.

—

Summary Initial Number:

Initial Period:
Assignment Profiles

Initial Basis:
Catalogs

. Retraining Assignments:
Contents 74 Retraining Humber:

Custom Fields

Retraining Period:

Retraining Basis: © Calendar @ Eveny

07/06/2011

Documents Basis Date:

Job Pasitions Fftactive Date:

Assignment Type:

16 fovasTed

Entire
Threshold: Period

Days  |v

Task C. Adding a Subcurriculum

Related Contents
Assignment Profiles Type Title
Catalogs

Documents

VA Privacy and Information Security Awareness and Rules of Behavior
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3. Click the Add Content icon o
(green plus sign). Contents |

4. Select Subcurricula from the drop
down list.

El| Subcurricula Title

5. Search for the subcurricula to Keyword: :
add to the curriculum. Curriculum ID: Starts With -
Add/Remove Criteria © m et

6. Click the Add checkbox next to add

the curriculum to be added as a
. Curriculum 1D Title Add
SchurnCL”um Curricula A Curricula A IEdl

7. CI'Ck Ad d . Curricula B Curricula B

Select All f Deselect All

8. The subcurriculum is added to Display
. Entity ID Title Order Select
the bottom of the contents list. ONLINE 403 (Rev 1- 4/5/2012 1212 PW America/New  VAPrivacy and Information  £¢it [ O
ork) Security Awareness and
H i i Rules of Behavior
9. CIICK the D_etalls Ilnk next to the COURSE 10176 (Rev 1 - 627/2011 01:11 P VAPrivacy and Information  Eait 0
Curncu'um in the ||St AmericaNew York) Security Awareness
COURSE 102 (Rev 1 - S/27/2011 10:28 AM AmericalNew  DLR CERT TEST - Talent eaic @A £l
York) Management System
Extravaganza - TITLE
(&7 Curricula A Curricula A ]

Curricula

10.Review the list of Iltems.
11.Click Close. R e

Close
View the Items for the Curriculum

em Title
COURSE MIT1 (Hev 1 MIT1 Initial Assignments: Dows not apply
B/3/2011 D717 AM g Assignments: apply
Armerieae Y ork) ant Typa:

View the Reguirements for the Curriculum

There are no Reguirements associated with this Curricuium
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