
 
 

 

Job Aid: Assign Learning via Assignment Profile Course: Learning Needs Management 

Lab 16: Add a New Assignment Profile 
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Description 

The purpose of this job aid is to guide administrators through the step-by-step process of creating and 
using assignment profiles. 

Tasks 

A. Add New Assignment Profile 
B. Define Learner Pool 
C. Assign Curricula to Learners via Assignment Profile 
D. Assign Catalogs to Learners via Assignment Profile 
E. Assign Learner Role to Learners via Assignment Profile 

 

 

Task A. Add New Assignment Profile 

Verify the Admin tab is 
selected. 

Navigate to Learners > 
Assignment Profiles. 

Click the Add New link. 
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 Enter an assignment profile 
ID. 

Enter a description. 

Select a domain. 

Enter a contact person 
email. 

Click Add. 
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The new assignment profile 
has been added. 
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Task B. Define Learner Pool 

In the Recommended Next: 
box, click Define Learner 
Pool. 
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Click OK on the Create 
Assignment Rules pop-up 
message. 
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In the Set up Rules section, 
select an attribute from 
the Select Attribute drop-
down menu. 

Select an operator from the 
Select Operator drop-down 
menu. 

In the values box enter a 
valid value. You can also 
use the magnifying glass 
icon to search for the 
desired values. 

Click Save. 
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 In the Set up Domain 
section, click Add 
Domain(s). 
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 Enter criteria to search for 
the desired domains. In this 
example, let’s search for 
the AIR domain. 

Click Search. 
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 Check the Top Level Only 
checkbox. 

Click Add. 
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 Click Save. 

Click Preview Learners in 
Assignment Profile to see 
which Learners currently 
match the criteria. 
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 Close the preview window. 14 
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 In the Set up Rules section, 
click in the Untitled Rule 1 
box and enter a rule 
description. 

Click Save. 

Click Cancel to return to 
the main assignment 
profile screen. 
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Task C. Assign Curricula to Learners via Assignment Profile 

 Now that the assignment 
profile audience has been 
defined, the assignments 
can be defined. 

In the Recommended Next: 
box, click Add Curricula. 

or 

Select the Curricula tab 
from the Related area. 

Click Add New Curricula  

( ). 
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 Enter criteria to search for 
curricula. 

Click Search. 
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 Check the Add checkbox 
for the curricula to 
associate with the 
assignment profile. 

Click Add. 

Repeat steps 2-6 for each 
curriculum to add to the 
profile. 
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 In the Actions area, click 
Propagate. The system 
may require you to 
schedule this as a 
background job.  

Once this job runs, all 
Learners with the 
attributes you specified 
will be assigned the 
selected curricula.  
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 You can run this job 
immediately or schedule 
the job to be executed at a 
specific date and time. 

Click Finish. 8 
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 After you click finish, a 
status page displays. 

Click Back to Assignment 
Profile to return to the 
assignment profile record. 
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 Once the assignment 
profile has been 
successfully propagated, 
the Existing Learners in 
Assignment Profile link in 
the Actions areas can be 
used to display the 
Learners that are currently 
being impacted by the 
assignment profile. 
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Task D. Assign Catalogs to Learners via Assignment Profile 

 Now that the assignment 
profile audience has been 
defined, the assignments 
can be defined. 

Select the Catalogs tab 
from the Related area to 
assign one or more 
catalogs. 

Click Add New Catalogs  

( ). 
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 Enter criteria to search for 
catalogs. 

Click Search. 

3 

4 

 

3 

4 

 Check the Add checkbox 
for the catalog to associate
with the assignment 
profile. 

Click Add. 

Repeat steps 2-6 for each 
catalog to add to the 
profile. 
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 The catalog is added to the 
assignment profile. 
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Task E. Assign a Learner Role to Learners via Assignment Profile 

 In the Recommended Next: 
box, click Add Role. 

or 

Select the Role tab from 
the Related area. 

Select a new role from the 
Role ID drop-down menu. 

Click Save. 3 
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 The status is updated to 
indicate that propagation is 
required. 

Click Propagate. 5 

4 

 

4 

5 

 You can run this job 
immediately or schedule 
the job to be executed at a 
specific date and time. 

Click Finish. 6 
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 Click Back to Assignment 
Profile to return to the 
assignment profile record. 
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