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Job Aid: Catalog Management

Purpose

The purpose of the Catalog Management job aid is to guide you through the step-by-step process of
creating and editing catalogs, and associating them to items, curricula, and assignment profiles.

In this Job Aid, you will learn how to:

e Add Catalogs
Associate ltems to Catalogs
Associate Curricula to Catalogs
Modify Item/Curriculum Catalog Flags

Associate a Catalog to an Assignment Profile

Task A. Add Catalogs

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

Enter a Catalog ID.

Enter a Description of the catalog.
Select a Domain.

Select a Pricing Rule from the drop-down
menu, if applicable.

Enter a Contact Email address.

Verify the Active checkbox is selected.

. Click the Add button. The new catalog is
successfully added.
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Add Catalog
= Required Fields
* Catalog ID: Exampie 101
Description: Catalog Example
+ Domain: @ [valu
Pricing Rule:

Contact Email: O, [admin@va.gov
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Task B. Associate Items to Catalogs

Note: Verify the Admin tab is selected.

1. Navigate to Learning > Catalogs.

2. Search for a catalog by entering
criteria in one or more search fields.

3. Click the Search button.

4. Select the catalog by clicking the
Catalog ID.

5. Select the Items tab under Related, if
necessary.

6. Click the Add Items icon (green plus
sign) to the right of Items.

7. Enter a value in the Keyword field.
Note: To expand your search
options, click the Add/Remove
Criteria icon (blue arrow).

8. Click the Search button.
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9. Click the checkbox under the Add
column to select one or more items. i _
10.Click the Add button to complete the  [F==eemse = Tres =2 < @ Foies oo @isiesy i

selection and close the search. The |, . -
|tem IS SucceSSfu”y aSSOClated tO the COURSE 10176 (Rev 1 - VA Privacy and Information Security Awareness

G/27/2011 01:11 PM

Cata|Og . America/New York)

COURSE 102 (Rev 1 - DLR CERT TEST - Talent Management System Extravaganza - TITLE F |
512712011 10:28 AM = L]
AmericalNew York)

o Task C. Associate Curricula to Catalogs

Note: Verify the Admin tab is selected.

1. Navigate to Learning > o
Catalogs. :

2. Search for a catalog by entering - A [er)

criteria in one or more search S ;
. - es O
flelds. BRACE - In Alcray Yo 1o ReIc] Trom & Bl of valees Wi Can Ao asd
3. Click the Search button.
4. Select the catalog by clicking the -
Catalog ID « Description

Catalog ID.

Example1d Catalog Example

5. Select the Curricula tab. ¢t

6. Click the Add Curricula icon Detals  Gatog Options Remove Re... Remave
(green plus sign) to the right of e D W
Curricula. o
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7. Enter a value in the Keyword field.

Keyword: ltype serach value here

3] 7|

Note: To expand your search
options, click the Add/Remove AddiRemove Criteria ©

B -

Criteria icon (blue arrow).
8. Click the Search button.

9. Click the checkbox under the Add
column to select one or more
curricula.

10.Click the Add button to complete the | R4 BERB [0 P“g;‘mjjjﬂ
selection and close the search. The . . Ml
curricula is successfully associated | “mehm U fems 24
to the catalog. e e O 0O
S0BTESTCURRICULA VA AN Employee Mandatory Training a F|
508TEST_CURRICULA  50BTEST_CURRICULA_TITLE |
- -
Task D. Modify Item/Curriculum Catalog Flags
Note: Verify the Admin tab is selected.
1. Complete Steps 1-4 in Task C above
to edit the catalog record.
2. Select the Items tab to modify Relsted Curicdla Q)
catalog options per item Il - T
OR Curricula 2 5
Select the Curricula tab to m odify Assignment Profiles A AllEmployee Mandatory Training Detals  Flag v| Uit o
catalog options per curriculum. — =~
3. To modify catalog options, click the [ c_iaiog options T
Flag drop-down box and select one
of the dlsplayed optlons Flag: | Mew - | uUntik: | mMrmoner ey =] | ]
Reascon: | | Expires: | mmmoreyyy | [
4. Enter an Until date (if desired).

5. Enter a Reason (if desired).
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6.

7.

Complete the Expires field (if
desired).

Note: Setting an expiration date
may prevent access to
items/curricula for some users
once the date is reached.

Click the Save button.

Catalog Options

| mmmoryyyy | B

Flag: | Mew * | Until:

Reason: | | Expires:

Remove Ite...
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Task E. Associate a Catalog to an Assignment Profile

Note: Verify the Admin tab is selected.

1.

2.

Complete Steps 1-4 in Task C above
to edit the catalog record.

Select the Assignment Profiles

tab.

Note: Users access to catalogs is
controlled by assignment profiles.
Click the Add New Assignment
Profile icon (green plus sign) to the
right of Assignment Profiles.

Enter a value in the Keyword field.
Note: To expand your search
options, click the Add/Remove
Criteria icon (blue arrow).

Click the Search button.

Click the checkbox under the Add
column to select an assignment
profile.

Click the Add button to complete
the selection and close the search.
The assignment profile is

Related

-
ricula
Assignment Profiles

Assignment Profiles

Description

1 4]

Keyword: l_ﬁ_.rpe serach value hers

Add/Remove Criteria ©

Records per Page 0 ¥ (5 total records)

Assignment Profile ID Description

HH_JA Test Assign Curricula

Select All / Deselect All

-

successfully associated to the catalog.
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