SATERN

Course: Learning Needs Management
Lab 16: Add a New Assignment Profile

Job Aid: Assign Learning via Assignment Profile

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 SATERN

selected. Loarmer oy Empoyecs
0 Na\”gate tO Learners > Home l:aamers Performance  Learning  Content  Commerce  System Admin
Assignment Prof-ileS. search: [ Enter Keywords or Command IM
o Click the Add New link. Assignment Profiles Search | AddNew | @

Learners
‘ Assignment Profiles
: Job Positions
Job Families
Positions
QOrganizations
Organization Groups
Regions

# Tools

cearch

= Enter a value for each field that you want to use to fiter your search. Some fields alow you o select from a st of values. You can also add
or remove search criteria to further refine your search.

Case sensitive search: 0@

Assignment Profile ID: Starts With V.
Description: Starts Wit >
Created By: Starts With v
Created For: Starts With b

Add/Remove Criteria ©




_%

X | [

Enter an assignment profile
ID.

Enter a description.
Select a domain.

Enter a contact person
email.

Click Add.

Assignment Profiles

= fhdd Mew

Add New Assignment Profile

* = Required Fields

* Assignment Profile ID: |

Description: |

*Domain: ©, [FUBLIC

Email: |

Created For: [

Notes:

The new assignment profile
has been added.

SATERN

Sytom for AcimirTstration, Training, and Educational Roseurees for NASA

Welcome MITCHELL, JAMES . | Sign Out .

Leamner My Employees
& se e J =
(o = & = [ ] = @ L4
Home Learners Performance Learning  Content  Commerce System Admin References Reports.
| search: [‘Enter Keywords or Command - - | [
I Recommended Next: (& Define Learner Pool [3; Add Curricula & Add Role @l
il T | JATEST [&] \_[\9‘ Actions

Assignment Rules Summary:

0 Domain(s) and 0 Group(s) define the Learners who are in this assignment profile. Manage Rules
Status: Valid

Contact Email:

Created For:

Notes:

Related Catalogs @
Deseipion

Competency Profiles

Curricula

ops

Reviews

Role

*Domain:

Created By:

No Records

Default Public Access Domain (PUEI

MITCHELL, JAMES S

Existing Leamners...

»

Status Remove

[ Select All
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Task B. Define Learner Pool

In the Recommended Next:
box, click Define Learner
Pool.

SATERN

Sytom for AcimirTstration, Training, and Educational Roseurees for NASA

Welcome MITCHELL, JAMES S | Sign Out .

Learner My Employees.
= oo ,
(D = & =
Home Learners Performance Learning  Content

=
[ ] - @ v
Commerce System Admin References Reports

| search: [‘nter Keywords or Cammana " | [
l Recommended Next: g Define Learner Paol [ Add Curricula & Add Role @l =
& U ] JATEST 6] =9 @  Actions
Assignment Rules Summary:
0 Domain(s) and 0 Group(s) define the Learners who are in this assignment profile. Manage Rules
Status: Valid *Domain: Default Public Access Domain (PUBI
Contact Email: Created By: MITCHELL, JAMES S
Created For:
Notes SR
Existing Learners...
Related Catalogs | @& @ |2
Desertion st [Rame
Competency Profiles [] Select All
curricula
1DPs
Reviews No Records
Role
e Cl]ck OK on the Create KSO Catalog and Curricula Assignments =

Assignment Rules pop-up
message.

Set up Domains

Add Dowain(s)

Specify the domains and subdomains that the users are associated with, Oy users in these domains receive the assignments you make. The domains selected will apply to all groups

of users selected through the Assignment Rules

Set up Rules

Users will be part of the prafile if they have attribute v,

Untitled Rule 1

Select Attribute | ¥

At least one domain must be specified for this Assignment Profile
Create Assignment Rules

;; Define your pool of users by creating rules and phrases © Add a Hew Group

&dd 3 domain after you create your !!is

AddRule | 3

Cancel Advanced User Search

—

Preview Users in Assignment Profile

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.

Set up Rules

(&) Add aNew Group

Learners will be part of the profile if they have attribute values that match all of the rules defined within at least one group.

0 Untited R §

\ (O rddRue |

/| bemain D v|[strs i |+ [k

I
i Cancel H Preview Learners in Assignment Profile H Advanced Learner Search J
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In the Set up Domain
section, click Add
Domain(s).

Set up Domains

| @ Add omaings) |
Specify the domains and subdomains that the Learners are associated with. Only Leamers in these domains receive the assignments you make. The domains selecte ply to all groups of
Learners selectzd through the Assignment Rules.

At least one domain must be specified for this Assignment Profile

Set up Rules [ © Addavew Groun

Learners will be part of the profile if they have attribute values that match all of the rules defined within at least one group

]

([ Untitled Rule 1 | © Adarue | @
s Domain ID Starts With HQ
i | concet | | PreviewLeamers in assignment proie | | Advancedvearner searcn
O Enter criteria to search for | aAdd Domain(s) %]
the desired domains. In this
example, let’s search for
the AIR domain. Keyword: (5
Click Search.
Add/Remove Criteria 'ﬁ) @ @
@ CheCk the TOp Level Only Add Domain(s) [x]

checkbox.

Add Domains to the Assignment Profile i
@ Click Add.
Records per Page| 10 | ¥ |Page: 1 2| 3/ |4 5 «Previous. Mext~ (461 total records) Paze 1 of 47, E
Select Al f Deselect All
Include
Sub Top Level
Domain ID Description Levels Dmns. only
APPEL Academy of Program/Project Management and Z [F]
Engineering Leadership
ARC Ames Research Center 1 || ™
ARC-A Aeronautics Directorate 2 E] @
ARC-C Office of the Chief Financial Officer 2 B
ARC-Contractor ARC Contractor 2 ¥
ARC-D Office of the Center Director 2 ™
ARC-E Strategic Communications & Development Directorate Zz E]
ARC-H Human Capital Office 2 B
ARCH Infarmation Technology Directorate F [¥]
Click Save. B

90

Click Preview Learners in
Assignment Profile to see
which Learners currently
match the criteria.

Set up Domains [ © Add Domans) |

Spacify the domains and subdomains that the Learners are associated with. Only Leamers in these domains receive the assignments you make. The domains selected will apply to all groups of
Learners selected through the Assignment Rules.

HQ Contractor [x]

Set up Rules

Learners will be part of the profile if they have attribute values that match all of the rules defined within at least one group

| © Adda tew Group

| Untitled Rule 1 | © Addrue | @

¥ Domain I Starts With HQ
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Close the preview window.

Preview Learners

| [E]] Field Chooser

Learner ID Learner Name COrganization ID
C-ztaylor ZUDAYYAH L TAYLOR-DUNN

C-zjiang THUQIN JIANG

C-zgong DAMIEL GONG HQ-LDO70
C-zaeppley 70E A EPPLEY HQ-LDO0O
Coyyud YUNFANG YU

C-yyang TOM YOUNG HQ-LDO70
C-ywthomas YVOMNME W THOMAS

C-yhbamayanga YVONNE H BAMAYANGAYMASSAQ

C-yfnegussie  YIGZAW F NEGUSSIE

941 results in total

90

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 assighment
profile screen.

Set up Domains

Specify the domains and subdomains that the Learners are associated with. Only Leamners in these domains receive the assignments you make. The domains selected will apply to all groups of

Learners selected through the Assignment Rules

HQ Contractor a

Set up Rules

Learners will be part of the WEE if they have attribute values that match all of the rules defined within at least one group.

]| Untitled Rule 1

/ Demain 1D Starts With HQ

17

5]

[ © Add Domaings) |

| © agdanewcroup |

| © Addrue | @

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
(L)),

SATEBN ..

Leamner

Welcom

v MITCHELL, JAMES 5 | Sign Out .

L

Assignment Rules Summary:

1 Domain(s) and 1 Group(s) define the Learners who are in this assignment profile. Manage Rules
Status: Propagation Required
Contact Email:

Created For:

Notes:

Curricula (@ | e

Catalogs Title

Related

Competency Profiles

1DPs n

Reviews

Role

0 .

References  Reports

G
\q Recommended Next: [3; Add Curricula &

Add Role [] | (=

JATEST (&)

#Domain: Default Public Access Domain (PUBI

Created By: MITCHELL, JAMES S

No Records

Actions

Status Details  Remove
[ setect All
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Enter criteria to search for
curricula.

Click Search.

Curricula

Keyword:

AddfRemove Criteria %)

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.

Curricula

Add Curricula to the Assignment Profile

Racords per Page | 25 |Z| {8 total records)

Curriculurn IC Descripton

HR-100 General Emplovee Orentation

HR-101 New Employee Orientation

HR-102 fhanagement Development (all directors)
HR-103 Business Communication

HR-104 Personal Performance Management
HR-105 fhanagement Policies and Procedures
HR-106 Supenvsory Development

HR-108 Supenvisory Policies and Procedures

Records per Page | 25 |Z| (8 total records)

6 Add
Select ANl / Deselect All

Add

mn

0OooOESE= O

Select Al £ Deselect All

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.

SALERN e

Learner My Employees .
Ps se ™

D & i = b [
Home Learners Performance Learning  Content Commerce System Admin

| searchs [ Enter Keywors or Command

a
Assignment Rules Summary:

1 Domain(s) and 1 Group(s) define the Learners who are in this assignment profile. Manage Rules

Status: Propagation Required
Contact Email:

Related Curricula
Catalogs Title
Competency Profiles

DO-COMMUNICATIONS
oPs

Reviews

Welcome MITCHELL, JAMES 5 | Sign Out .

JATEST [E] = @ Actions

*Domain: Default Public Access Domain (PUB Bookmark -
Created By: MITCHELL, JAMES S VCVDDV )

AddP.. Details []

SN
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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.

Propagate

Assignment Profiles o
= Search » Propagate

Schedule Background Job

The action you are trying to perform is affecting too many records and could take a long time to complete. This action must
he scheduled ta run in the hackground. Please complete the following information if youweant this action to run at a specific
date and time. If you choose to be notified by email upon completion, please select"Nofify via email upon completion”

checkbox and specify an email address.

@ Run this job immediately, if allowahle

1 Schedule this job to be executed on: Wiew Available Time Slots

Date: ITI

Time:
Time Zone: Eastern Standard Time (AmericaMew York)

Job Description:

Hotify ria email upon completion

Email:

m

After you click finish, a
status page displays.

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

Propagate

Background Job Scheduled

Background Job Status
Job Title: Propagste Assignment Profiles
Description:

Scheduled Start Date:

1041342011 02:54 PM America/MNew vork

Status: Scheduled

You can edit the schedule details and status of this background job in the Backzround Jobs module,

9 Back to Assignment Profile

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.

SALEBN .

elcome MTCHELL, JARES 5 | Sign Out .

s tor NASA
o o [
-~ s g .,
(B —=h & [ ] -
Home Learners Performance Learning  Content Commerce System Admin

‘ Search: [ Enter Keywords or Command

&
Assignment Rules Summary:
1 Domain(s) and 1 Graup(s) define the Learners who are in this assignment profile, Manage Rules
Status: Propagation Scheduled on 5/31/20..
Contact Email:

Created For:

Notes:

Related

Curricula ||
Title

D

o .

References  Reports

| [

Recommended Next: & Add R

*Domain:  Default Public Access Domain (PUBI

Created By: MITCHELL, JAMES S

o 2

Status  Details ~ Remove
[] Select All

AddP... Details []
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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

().

- SATERN Welcome MITCHELL, JAMES 5 | Sign Out
ARN 2 e b, an
& e o R
-~ e .,
= -] L - - - (] lod
Home Learners Performance Leamning Content Commerce  System Admin References  Reports

| search: [ Enter keywords or Command
© search Resuits

= IATEST (6 & @
Assignment Rules Summary: ’

1 Domain(s) and 1 Group(s) define the Learners who are in this assignment profile. Manage Rules

Status: Valid Last Propagated on:5/31/201... #Domain: Default Public Access Domain (PUB

Contact Email: Created By: MITCHELL, JAMES S

Created For:

Notes:
Related Catalogs \il 9
Catalogs 1 Description Status

Competency Profiles

Actions

@ | Enter criteria to search for | catalogs &
catalogs.
@ | Click Search. vmond o
Add/Remove Criteria ":) w @
@ | Check the Add checkbox Catalogs o
for the catalog to associate

with the assighment
profile.

Click Add.

Repeat steps 2-6 for each
catalog to add to the
profile.

Add Catalogs to the Assignment Profile

Catalog ID Description Add

HQ_B_CATALOG HQ_B_CATALOG ]
HQ CATALOG NASA Headquarters O
HQ_CTC_CATALOG HQ CTC Catalog ¥

HQ_C_CATALOG HQ_C_CATALOG
HOQ_GSFC_CATALOG ~ HQ & GSFC CATALOG {HQ DOMAIN) 0
HQ_LF_CATALOG HQ_LF_CATALOG 0

The catalog is added to the
assignment profile.

Related Catalogs

Competency Profiles

Curricula HQ C_CATALOG
IDPs

Reviews
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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.

Welcome MITCHELL, JAN

1My Employees

551 sen Out -

..
"I [ e v
Home Leamers Performance Learning Content  Commerce System Admin References  Reports
| search: [ Enter Keywords or Command | (Gor] | | (2
| Recommended Next: & Add Role [®]
© Search Results
N
& JATEST ([ &) @  Actions  ViewAl
Assignment Rules Summary: il
1 Domain(s) and 1 Group(s) define the Learners who are in this assignment profile. Manage Rules S
Status: Valid Last Propagated oni5/31/201... *Domain: Default Public Access Domain (PUB e
Contact Email: Created By: MITCHELL, JAMES S o
Created For:
Notes:
Related Role
BT Specify a Learner Role to the Assignment Profi
Competency Profiles
curricula Role ID: | v

1DPs

Status:  Valid Last Propagated on:5/31/2012 02:41 PM America/New.
Reviews n
| save |

The status is updated to
indicate that propagation is
required.

Click Propagate.

& KSO Catalog and Curricula Assignments KSO-ADMIN ] & & Actions
Assignment Rules Summary:

1 Domain(s) and 1 Group(s] define the users who are in this assignment profile. Manage Rules

*Domain:

Status: Propagation Required Default Public Access Damain (P

Contact Email: Created By: Platsau, User

Created For:

the job to be executed at a
specific date and time.

Click Finish.

Notes:
Existing Users in ...

Related Role TR

CHES Specify a User Role to the Assignment Profile

Competency Proflles

Curricula Role ID: | System Default User Role (LEFAULT LISER) v

Plans Status:  Propagation Required

Revievss

= 1 Soe

You can run this job Propagate ]
. . P
immediately or schedule Assignment Profiles o

= Search = Propagate

Schedule Background Job

The action you are trying to perform is affecting too many recards and could take a long time to complete. This action must
he scheduled ta run in the background. Please complete the fallowing infarmation if youwant this action to run at a specific
date and time. Ifyou choose to he notified by email upon completion, please select "Motify via email upon completion”
checkhox and specify an email address.

@ Run this job immediately, it allowable.

Schedule this job to be executed on: Wiew Available Time Slots

Date: .Tl

Time:

m

Time Zone: Eastern Standard Time (4merica/Mew Yark) [+]

Job Description:

Hotify via email upon completion

Email:

SN
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Click Back to Assignment
Profile to return to the
assignment profile record.

Propagate

Background Job Scheduled

Background Job Status

Job Title: Propagate Assignment Profiles
Description:
Scheduled Start Date: 10/13/2011 03:22 PM America/New York

Status: Scheduled

“ou can edit the schedule details and status of this background job in the Backaround Jobs module.

7 Back to Assignment Profile
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