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Job Aid: Assign Learning via Basic Methods
Purpose

The purpose of the Assign Learning via Basic Methods job aid is to guide you through the step-by-
step process of assigning items and curricula to users.

In this Job Aid, you will learn how to:
e Assign ltems Directly to Users Via Their User Record
e Assign Curriculum Directly to Users Via Their User Record
e Assign ltems to Users Via User Needs Management Tool
e Assign Curricula to Users Via User Needs Management Tool

Task A. Assign Items Directly to Users Via Their User Record
Note: Verify that the Admin tab is selected.

1. Navigate to Users > Users.

2. Enter search criteria to find the
user record.

3. Click the Search button.

~_ Users Search | AddNew | @
Users s
Assignment Profiles | Search > Search Resulis Saved Searches O
Job Codes Entera value mr eacn fem mm fyou wanna use ta Meryuur search. Some fields allow you to select from a list of values. You can also
Job Families E e R
Positions

Case sensitive search: %) Yes @ No
Organizations

GEL st '_ .
QOrganization Groups Last Name:

Regions First Name: Starts With =
4. In the search results list, click the [reacnoosers Downioad Search Results &
User ID to select the user record. Send Netfieation
Select All / Deselect All
User D Emp Type Domain ID  User Name « Motify
IRuuoz |2 [PuBLIC 002, User 1 [ 0 1
1
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5. Select the Learning Plan tab Pp——
under Related_ & Usar 1002 R I = W Acions  Vewd
Terminated:  WUDOTTY Stationi: - Rl = |
State | Provinge: Specalty Disciplne: [ i, r
: e, e = ™| Assign Leamisg ..
o bl
Related poreh LeamingPlan 3 View | Nests v| SotBy |Bm &
5 rﬂlmmi! Assigned By Leamning Intormation Remove
... L] Salectan
m ke THE nstrudior Requrad Date: wuntr vy | [ AssignmentTy v HI
6. Click the add new item icon
(green plus sign) to the right of A Sher 1) B , M 0o G, M
Learning Plan to add an item. st Provnce: P— [ e r
Related wore @ Leaming Plan & a5 ~| SortBy [1em -] @2
Curricula Item Title a Assigned By Learning Information Remove
e 8888 THS Inst Required Dat ooy | [ AssignmentT — ﬂ

7. Enter a keyword value to find the
item and Learning Plan
8. Click the Search button.

Keyword: I [Excel

AddiRemove Criteria ©

9. Check the box to the right of the
item(s) to be added.
The Assign Date field pre-fills Select Al Deselect Al
with the current date by default. = - o A

You may enter another date; COURSE 305 (Rev 1 - 1732012 08:25 Pi Excel 101 i ——— n

Add

future dates are not accepted. Americalliew York)
10.Click the Add button to complete Select All Deselect All
the selection and close the Add
window.
11.0n the Learning Plan tab, view = = eEs— o
the user’s learning plan to verify Compotcs [ sekam
the item was added. Competency Profles el it e it T R
Dasfem Compl Dl
Caicuiun. Faihne D
Odn: Diechjdesign.  Assined: 2217
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Note:

Task B. Assign Curriculum Directly to User Record

Verify that the Admin tab is selected.

Complete Steps 1-4 in Task A above.

ADVANC

TRANSFORMING

Select the Curricula tab under
Related. il — 8 e
Sme.'l’rwlnu; ) Specialty Disciphne: r :"""’:"““’" r
o Status Enpirati.. MextActi.. AssignDate AddU_. Details Remove r
Click the add new curricula icon T —————
(green plus sign) to the right of s bt i s [ iar | i D
Curricula. o
=1
Enter a keyword value to find the
curricula. Keyword: Itype serach value here . |
Click the Search button.
Add/Remove Criteria @) Search Reset
Check the box to the right of the
curricula to be added. Add || Reset
The Assign Date field pre-fills Select All | Deselect Al
with the current date by default. i o Aasin Ote
You may enter another date; G0STESTCURRICULA VA All Employee Mandatory Training B Tt a 7
future dates are not accepted. TR
Click the Add button to complete i o
the selection and close the e
window.
On the CU“’lCUla tab’ view the NoTitle Incomplete ~ Doesnot..  Doesnota.. 'W &
aSSIQHmentS to Verlfy the Learning History NoTitie Complele  Doesnot. Doesnota. |32 |3
CUFrICUlum was added' Learning Plan [#] NoTitle Incomplete ~ Dossnot..  Duesnota.. [mmn | B
VA All Employee Mandatory Training Complele  Doesnot. Doesnota. | 7a0e02 | [
3
I/’_h\\l L'_.H: lk‘p:mm}-n_l
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Task C. Assign Items to Users via User Needs Management Tool

Verify that the Admin tab is selected.

Navigate to Users > Tools >
User Needs Mgmt.

Step 1: Select Management
Action of User Needs
Management wizard displays.

Select the action you wish to
take. For this example, click the
Add items radio button to add a
course to users’ learning plans.
Click the Next button. Step 2:
Select Users of the User Needs
Management wizard displays.

To add a user, enter the exact
user ID in the User ID field and
click the Add button

OR
Click the add one or more from
list link to search for and select
users.
Click the Next button. Step 3:
Adding Items of the User Needs
Management wizard displays.

ADVANCE
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[ o
s O &
Home Performance

Learning  Content  Commerce  System Admin

My Employees

Organization

Search: | Enter Keywords or Command

User Needs Management Help
Users
Assignment Profiles »Stept
Job Positions Step 1: Select Management Action
Organizations
[=] Tools
— O Add Curicula © Remove Curicula
Record Learning - Financial
EecordiDaamme iy An O Add ltems © Remove ltems
Learning Event Editor
Merge Users d Job-related Curricula O Remove Surveys
d Notifications
User Needs Management Help

Users
Assignment Profiles
Job Positions

Organizations

Merge Users

Sen

=5tep 1

Step 1: Select Management Action

= Tools >
O Add Curricula
o
e

© Add Job-related Curricula

© Remove Curricula
O Remove Items

O Removs Surveys

Step 2: Select Users

* = Required Fields

Add Users

Enler User |D or add one or mere fro

[oer s ]

e
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6. To add items, select the item type
from the Type drop-down
menu,enter the exact item ID in
the ID field and click the Add
button

OR
Click the add one or more from
list link to search for and select
items.

For this example, select any of the
courses listed. One or more items
can be added using the Add
checkbox. Click the Add button to
complete the selection and close
the search window.

7. Click the Next button. Step 4:
Edit Item Information of the User
Needs Management wizard
displays.

8. Select the assignment type from
the Assign. Type drop-down
menu.

The Assign Date field pre-fills
with the current date by default.
You may enter another date;
future dates are not accepted.

ADVANCE
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User Needs Management  Hew

Compensation Manag...

Stap 3: Adding Items

|ETE

| [rm— + » Raguired Flelis
| =1 Tools = Arguired Fieiss

User Needs Management

Assignment Profiles

Job Positions Step 3: Adding Items

Crganizaticns mm

Seleet tems for Adding

Erinr Tem (0 and Toem Type’ arfind ane ar man from kst

* Type:

Organizations Select ltems For Needs Management

........

= ook > e L —

Step 3: Adding Items

— m
Assignment Profiles = Required Fields

Job Pesitions Select ltems for Adding

Organizations
g Enter ‘ltem D' and 'ltem Type’ or 9 one or more from fist

Edit the List of ltems for Adding

,,,,, 01 Desalact A4
Item Title Assign. Type Assign Date Remove
VA 1000 Campaign for Quality Residential 5/9/2011 O
(Rev 9/29/2005 05:11 Care

PM America/New

York)

Step 4: Edit Item Information

Previous = Mext |

B pm——

Item Title Pssign. Type MM/DD,

VA 1000 Campaign for Quality Residential Care | Optional (Optional) vl [ |5p'9.:'2t-11 |
(Rev 9/29/2005 05:11

PM America/MNew

“York)
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9. Click Next. Step 5: Complete
User
Needs Management of the User
Needs Management wizard
displays.

10.Review the User IDs and verify
the Item(s) to be assigned.

11.Adjust the Required Date if
necessary.
Note: The required date is
calculated based on the item
settings.

12.Click Run Job Now or
Schedule Job to complete
the User Needs Management
wizard.

Note: If you click Run Job Now,
a confirmation page displays with
the Status.

Note: Verify that the Admin tab is
selected.

1. Navigate to Users > Tools >
User Needs Mgmt. Step 1:
Select Management Action of
User Needs Management wizard
displays.

ADVANCE
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Step 4: Edit Item Information

Step 5: Complete User Needs Management
[ e e |
User ID Name
TMSUSERDT USERD1, TMS T
Required Date

Item Title Assign Date 11 [ DDYYY
VA 1000 Campaign for Quality Residential ~ 5/9/2011 ]
(Rev 9/29/2005 05:11 Care

PM Americal New York)

Finished

Status:

s Successfully added the items to the specified Users.

Home

My Employees

Organization Admin

" Task D. Assign Curricula to Users Via User Needs Management Tool

.
Home

Perfor mance

Comme

Learming  Content rce  System Admin

search: | Enter Kewords or Command

N
Go ¢

Users
Assignment Profiles
Job Positions

Organizations

User Needs Management
> Step 1

Step 1: Select Management Action

[zl Tools

Record Learning - Financial
Record Learning - Multiple
Learning Event Editor
Merge Users

Send Notifications

lser heeds Mamt

O add curricula

O Add ltems

ad Job-related Curricula

© Remove Curricula
O Remove ltems

© Remove Surveys

e
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Select the action you wish to
take. For this example, click the
Add Curricula radio button to
add a curriculum to a group of
users.

Click Next. Step 2: Select Users
of User Needs Management
wizard displays.

To add a user, enter the exact
user ID in the User ID field and
click the Add button

OR
click the add one or more from
list link to search for and select
users.

Click Next. Step 3: Select
Curricula for Adding of the User
Needs Management wizard
displays.

To add a curriculum, enter the
exact Curriculum ID and click
the Add button

OR
Click the add one or more from
list link to search for curriculum.

For this example, select any of
the curricula listed. Click the
Add checkbox to select one or
more curricula. Click the Add
button to complete the selection
and close the search window

ADVANCE
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User Needs Management

Users
Assignment Profiles > step
lob Positions Step 1: Select Management Action

Organizations

=l Tools >
Blech > pr—
ecor inancial

r
Merge Users © Add Job-related Curricula
send Motifications

User

© Remove Curricula
O Add ltems O Remove Items

© Remove Surveys

Step 2: Select Users

= Required Fields
Add Users

Enler Uiser |D or add one or more from st

[-User ID: | Tmsuserot l

Step 2: Select Users

= Required Fields
Add Users

Enter User ID or add one or more from list
* User ID:

Edit Users

Select Curricula for Adding

Enter Curriculum |D or add one or more from list.

FCurricqum D: [Testot | a

Select Curricula for Adding

Enter Curriculum ID of add one o

* Curriculum 1D:

Add
Select Curricula For Needs Management
Add
Records perPage 10 ™ Page: 1 2 2 4 5 uFrevious Nexts (41 total secords) Page 1 of 5. el
Select All { Deselect All
Curriculum ID Curriculum Title “dd
10176 10176 F]

S08TESTCURRICULA VA All Employee Mandatory Training
S508TEST_CURRICULA 508TEST_CURRICULA_TITLE

AK-CURR-REQUIRED AK Curricula with Required ltem Pool

a
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7. Click Next. Step 4: Edit Assign Step 3: Adding Curricula

Dates of the User Needs
Management wizard displays. - Reauired Ficlds ﬁ
Select Curricula for Adding

Enter Curriculum 1D or add one or more from list.

* Curriculum ID: | Test 01 ﬁ

Edit the List of Curricula for Adding

8. The Assign Date field pre-fills Step 4: Edit Assign Dates
with the current date by default. E|
You may enter another date; — ﬂ
future dates are not accepted faiauns LTS /
Click Next. Step 5: Complete et et o0t

User Needs Management of the
User Needs Management wizard
displays.

9- ReVieW the User IDS in the IiStS Step 5: Complete User Needs Management
of affected users and verify the 10 ;
Curricula to be assigned. . a
. User ID Name
1OCIICk Run JOb NOW or TMSUSERDT USERDT, TMS T
Scheduled Job to complete
the User Needs Management Coriculum Tue Assien Date
leard Test 01 Test M 5/9/2011
Note: If you click Run Job Now, Finished
a confirmation page displays with
the Status. Status:
= Successfully added the curricula to the specified Users.
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