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Job Aid: Assigning Learning via Basic Course: Learning Needs Management
Methods

Lab 12: Assign Items Directly to Learner Record

Lab 13: Assign Curriculum Directly to Learner Record

Lab 14: Assign Curricula To Learners Using the Learner
Needs Management Tool

Description

The purpose of this job aid is to guide Administrators through the step-by-step process of assigning
items and curricula to Learners.

Tasks

Assign Items Directly to Learner Record

Assign Curriculum Directly to Learner Record

Assign Items to Learners Using Learner Needs Management Tool
Assign Curricula to Learners Using Learner Needs Management Tool

ocnw>

Task A.  Assign Items Directly to Learner Record

Verify the Admin tab is 0
References Reports
selected. =
@ \Navigate to Learners > : D=
Learners.
— T P ——
@® | Enter criteria to find the @)
Learner record. |-~ ——
. Organization Groups L ts b 9
@® )| Click Search. e =
Domains: v :
Organizati v Y
Employee Types: v L g
Job Locations: Starts With v ¥
Q Click the Learner ID link. Field Chooser ©
Records per Page 10 |V |Page: 1 2 3 4 <Previous MNext- (36 total records) Page ou.ﬂ
Learner ID Learner Name Organization ID  Job Position  Supervisor a Domain ID Job Location Notify
asmith2 SMITH, DARRYL A HQ-XD042 NSSC-PDN- | bcodell HQ-X HQ-XD042 O
XD042-
1023322-
001
Q SMITH, BERTHA R HQ-IM010 HQS-PDN- camcintosh HQ-IM HQ-IM010 D
IM010-

1mmn
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=

Select the Learning Plan
tab.

Click Add New Learning
Plan (L))

4) Search Results

& BERTHA R SMITH
*Role:
Coach:
First Name:
Email Address:
Organization:
Related Admin:

View All ®

Related
Learning Plan 5 Item Title
Learning History

Curricula

Competency Profiles Object Details

BERTHA

System Default User Role (DEFAUL

noemail@nasa.gov

FINANCIAL MANAGEMENT DIVISION (

More @ Learning Plan |© @w | Needs

v

COTR:

Last Name:
Job Position:
*Domain:

Primary Supervisor:

Sort By [ Item v |

2007 NASA HEADQUARTERS SECURITY AWARE...

Assigned By

BERTHA R SMITH

Learning Information

Required Date:

Days Rem:

SMITH
ACCOUNTANT (¢
Agency Financi:

MCINTOSH, CHA

mw/oD/YYYY | (] A

Enter criteria to search
for the item to assign.

Learning Plan

are sorted by Required Date.
Be sure to find the correct
item before adding/editing
the date.

Select an assignment
type from the drop-down

Note: You may need to select Keyword:
the Add/Remove Criteria Item Types: satswitn  |v] ¥
function to gain additional item I0: satswin  [v]
search criteria. RU—. -
. (MM/DD/YYYY)
@ C l] C k SearCh M Revision Number: Starts With »vj
Item Title: Starts Wit v
Item Status: ® Active O Not Active O Both
Item Classification: Starts With \j b 4
Domains: Starts With : 1 ) 4 a
Add/Remove Criteria © @
@ Click the Add checkbox Add Items To Learner
next to the item(s) to @
add. Select AR / Deselect AL
. N 2 = Assign Date i
@ Modify the assign date as e @ au
COURSE NASA-TRADEV (Rev 1-5/3/201209:36  Training Development ] 62012012
necessa ry- AM America/New York) 0
. COURSE NASA-TRADEV-4 (Rev 1 - 5/3/2012 Training Dev-4 »_"1 6/20/2012
m Click Add to add the 02:51 PM America/New York)
item(s) to the Learner’s COURSE NASA-TRADEV-3 (Rev 1 - 5/3/2012 Training Development 3 ™ enonot2
. 02:24 PM America/New York)
Learning Plan.
1 1 Related More @ Learning Plan |©| View | Needs v | sortBy [item - @ 2
@ Add/edit the required T e ey e P
date using the calendar v _ i)
. Curricula Training Development JAMES S MITCHELL  Required Date: 8/24/2012 =] Assignment Type: M
1CcCon. Competency Prodics Days Rem: Compl Date: @
S Curriculum: Failure Date:
. . External Requests (SF-182)
Note,' a“ Lear"”ng Plan ]tems Rt roies Origin: Directly Assigned  Assigned: 6/20/2012

@ Save Cancel
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menu.
Click Save.

Note: You may need to select
the Add/Remove Criteria
function to gain additional
search criteria.

Click Search.

Search All Locales:
Curriculum Title:

Items:

Add/Remove Criteria ©

o
O Yes ® No

Starts With v

Type:
ID:

Exact |wv

Y

Task B.  Assign Curriculum Directly to Learner Record
Verify the Admin tab is H?:: Lef:.en Perl-m Le Content (0:’(0 SslefAdmin Rdgces Rev/rts x
selected. Search: [ Erte Kevords o Cormrond Gor @)
0 Navigate to Learners > o I
Learners. ¢
@ | Enter criteria to find the -
Learner record. — B
Organization Groups i SV ]
© | click search. = =20
@ Tools - M - k. .
Organizations soswin [v] Y
Employee Types: satswin  [v] ;
Job Locations: ‘Starts With v| Y
Q CliCk the Learner ID link. Field Chooser © Download Search Results
Send Notification
Select Al / Deselect A
Records per Page 10 ;v[Page:! 2 3 4 «Previous Next» (36 total records) Page 1 of 4. e
Learner ID Learner Name Organization ID  Job Position Supervisor a Domain ID Job Location Notify
dasmith2 SMITH, DARRYL A HQ-XD042 NSSC-PDN- |bcodell HQ-X HQ-XD042 O
XD042-
1023322-
001
bvsmitfe SMITH, BERTHAR 'HQ-IMOIO HQS-PDN-  |camcintosh HQ-IM HQ-IM010 v O
IM010-
@ Select the Curricula tab
from the Related area. Relited  mare ©| Currcula [©)] [ Atech o rtted curots | o la
Learning Plan Title Status Expiration Next Action Assign Date Add User Details Remove
6 Click Add New Curricula Laake oo il
( \) ) Z:::::::?’:"’me No Records
ﬂ Enter criteria to search Curricula o
for the curriculum to
add. Keyword:

O ==




SAT

Click the Add checkbox
next to the curricula to
add.

Modify the assign date as
necessary.

Click Add.

Add Curricula To Learner

Select AL / Desalect AL

Add
O
O

Records per Page 10 i‘ (5 total records)
Assign Date
Curriculum ID Title

APPEL-UAT-TEST APPEL-UAT-TEST C"_J” 6/20/2012

GRC-UAT- ™A (er2012012

CURRICULUM

UAT Curriculum Testing

GRC-UAT-TEST GRC UAT Test Curriculum (% (62012012 0
NSSC-TEST-TWO UAT TEST SCRIPT £ [er20r2012 0
5 Related More ® Curricula |© | | Attach Job Related Curricula L]
Fro m t he C urricu la ta b 4 Learning Plan Title Status Expiration Next Action AssignDate  AddL.. Details Remove
view the assignments to 0 setect
. . IEZZ2 o cr 05TORY TRAVEL CARD COURSE Complete  11/8/2012  11/8/2012 632009 | [B] SYSTEM... Details [l |
Ve I fy t he Cu I C u lu m Was Competency Prafies APPEL-UAT-TEST Complete  N/A N/A 61202012 ) [B] jsmitch... Details [
Competrucies FY 2011 ANNUAL INFORMATION SECURITY TRAINING Complete  N/A N/A w201 ) [ System... Details [ |

added.

Task C.

Assign Items to Learners Using Learner Needs Management Tool

Navigate to Learners >
Tools > Learner Needs
Mgmt.

Click the Add Items radio
button.

Click Next.

R L] v ¢,
(DN - | ¥ - - [
Home Learners Performance Learning Content Commerce  System Admin
Search: | Enter Keywords or Command

Learner Needs Management Help

Learners Step 1
Assignment Profiles

Step 1: Select Management Action
Job Positions

o=

Job Families

O Add Curricula O Remove Curricula

© Add items 9

O Add Competency Profiles

Positions

r— O Remove Items
Organizations
o O Remove Competency Profiles
Organization Groups

O Add Competencies O Remove Competencies
Regions

O Add Job-related Curricula O Remove Surveys

Tools
O Add Job-related Competency Profiles

Record Learning Event
DO NOT USE - Record Learing -..
Learning Event Editor

Send Notifications
Learner Needs Mgmt




SA

Step 2: Select Learners of
the Learner Needs
Management wizard
displays.

To add a Learner, enter
the exact Learner ID in
the Learner ID textbox.

Learner Needs Management

Step 2: Select Learners

= Required Fields

Add Learners

- _GA e Srico e

Help

e Cl.lck Add. Enter Leamer 10 oF 303 One Of i c 1rom St e
* Learner ID: A
or o
@ | Click the add one or it Losmers
more from list l]nk to There are no Learners in the fist. Piease add Learners before proceeding
search for and select
Learners.
@ | Click Next.
Srt;epL‘?’ Add”,?lg I t(.jems Of Learner Needs Management Help
the Learner Needs
Management wizard
d]SplayS. Step 3: Adding Items @
| -

To add items:

Select the item type from
the drop-down menu.

Enter the exact item ID.
Click Add.
or

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

Click Next.

= Required Fields

Select Items for Adding @

Enter 'Iltem ID" and ‘Item Type' or add one or more from list

* Type:

Edit the List of Items for Adding

There are no items in the list. Please add items before proceeding.

v]

o [ o]
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Step 4: Edit Item
Information of the
Learner Needs
Management wizard
displays.

Select the assignment
type from the drop-down
menu.

Today’s date defaults as
the assign date. You can
also manually enter
another date (not in the
future).

Click Next.

Learner Needs Management

Step 4: Edit Item Information

Item Title Assign. Type
COURSE NASA- Training Development

TRADEV

(Rev 5/3/2012

09:36 AM

America/New

York)

Help

i ]

Assign Date

Y
lv] E3 [erzo012

Step 5: Complete Learner
Needs Management of
the Learner Needs
Management wizard
displays.

Review the list of
affected Learners. Verify
the item to be assigned.
Adjust the required date
if necessary.

Note: The required date is

calculated based on the item
settings.

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

Learner Needs Management

Step 2 > Step 3 > Step 4 > Step 5

Step 5: Complete Learner Needs Management

Learner ID
brsmith

Name

SMITH, BERTHA R

Item Title
COURSE NASA-
TRADEV

(Rev 5/3/2012 09:36
AM America/New York)

Training Development

Help

(v o | e

Required Date
Assign Date

6/20/2012

o

If you click Run Job Now,
a Status page displays.
The assignment was
completed successfully.

Learner Needs Management

Finished

Status:

o Successfully added the items to the specified Learners.
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Task D.

Assign Curricula to Learners Using the Learner Needs Management Tool

Navigate to Learners >
Tools > Learner Needs
Mgmt.

Click the Add Curricula
radio button.

Click Next.

Home Learners Performance Learning Content Commerce

D K & - 8 w

System Admin

Search: | Enter Keywords or Command

Learner Needs Management

Learners

Assignment Profiles
Step 1: Select Management Action

© éd Curricula

O Add ltems

Job Positions
Job Families
Positions

Organizations
o O Add Competency Profiles
Organization Groups
O Add Competencies

Regions
f O Add Job-related Curricula
| = Tools
o O Add Job-related Competency Profiles

Record Learning Event
DO NOT USE - Record Learing -...
Learning Event Editor

Send Notifications
Learner Needs Mgmt

Help

]
O Remove Curricula e
O Remove Items
O Remove Competency Profiles

O Remove Competencies

O Remove Surveys

Step 2: Select Learners of
the Learner Needs
Management wizard
displays.

Enter the exact Learner
ID in the Learner ID
textbox.

Click Add.
or

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

Click Next.

Learner Needs Management

>Step 2

Add Learners

Enter Learner ID or add one or E ¢ from list.

* Learner ID:

There are no Learners in the ist. Please add Learners before proceeding

Edit Learners

Help

= 9@

m®

Step 3: Adding Curricula
of the Learner Needs
Management wizard
displays.

To add a curriculum,
enter the exact
curriculum ID.

Click Add.
or
Click the add one or

Learner Needs Management
> Step 1 > Step 2 > Step 3

Step 3: Adding Curricula

= Required Fields
Select Curricula for Adding @
Enter Curriculum ID or add one or more from list.

* Curriculum ID: |appel-yat-tesq

There are no curricula in the list. Please add curricula before proceeding

Edit the List of Curricula for Adding

Help

[ -
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more from list link to
search for and select
curricula.

Click Next.

Step 4: Edit Assign Dates
of the Learner Needs
Management wizard
displays.

Today’s date defaults as
the assign date, or enter
another date (not in the
future).

Click Next.

Learner Needs Management

Step1>Step 2 > Step 3 > Step 4

Step 4: Edit Assign Dates

Curriculum ID Title

APPEL-UAT-TEST APPEL-UAT-TEST

Help

-
Assign Date
Qw.. 612012012
L

Step 5: Complete Learner
Needs Management of
the Learner Needs
Management wizard
displays.

Review the list of
affected Learners. Verify
the curricula to be
assigned.

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

Learner Needs Management

Step 5: Complete Learner Needs Management

Learner ID Name
brsmith SMITH, BERTHA R

Curriculum Title

APPEL-UAT-TEST APPEL-UAT-TEST

Help

Assign Date
6/20/2012

If you click Run Job Now,
a Status page displays.
The assignment was
completed successfully.

Learner Needs Management

Finished

Status:

e Successfully added the curricula to the specified Learners.






