SATERN

Job Aid: Catalog Management Course: Learning Needs Management

Lab 9: Add Curriculum to a Catalog

Description

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

modifying catalogs, adding Items and Curricula to catalogs, and associating catalogs to Assignment
Profiles.

Tasks

A. Adding Catalogs

B. Adding Items to Catalogs

C. Adding Curricula to Catalogs

D. Associating a Catalog to an Assignment Profile

Task A. Adding Catalogs

Verify the Admin tab is 2 & - i
SeleCte d. Home Learnesv:aFCht’erf::l:\:rn:jy\.‘\}’:e:a:?r:mﬂ-;:nlem Commerce  System Admin =

Catalogs . p—
0 Navigate to Learning > items - @

Scheduled Offerings
Cata logs . Enter a value for each fied that you want to use to fiter your search. Some fieds alow you to select from a list of values. You can aiso add

Classes or remove search criteria to further refine your search.

9 Click Add New o ianees Eisasondiile search S—
.

Catalogs 0 Catalog ID: Starts With v
Description:

Curricula

bes ©

Starts With -
Requirements Actyer ® Active © NotActive © Both
Questionnaire Surveys Add/Remove Criteria ©
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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 contact email.
Verify the Active checkbox

Catalogs v

Add Catalog

= Required Fields
EHS-GEN e

EHS Employee General Catalog

* Catalog ID:
Description:

* Domain: @ pysLIC
Pricing Rule:

Contact Email: Q@ agmin@SF.com

Active: v
is selected. @
Oz
Click Add.
The new catalog is PA vy s & o -
successfully added. g ——— =
The recommend next step o — -
suggests adding Items. Pricig e =
ME w3 Cataiog Options Actions Price Remove
No Records
Task B. Adding Items to Catalogs
0 US]ng the Catalog record i EHS Employee General Catalog EHSGEN ] @ ©  Actions
created in the previous MR o oo e B o

task, select Items in the
Related area.

Related Items |© ) 9 Enter Title or ID (0] © '2
Title Catalog Options Actions Price Remove
Curricula

@ | Click (12) to add associate |« N S
the Item with a new
No Records
catalog. ¢
Enter a keyword. Items &

Click Search.

Note: To use additional search
criteria, click the Add/Remove
Criteria button.

Keyword:

Add/Remove Criteria ©

O
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Click the Add Schedules
and Add checkboxes for
one or more ltems.

Click Add.

Items

Add Items To Catalog

Records per Page 25 7V Page: 1 2 «Previous Next- (49 total records) Page 1 of 2. H
Select All / Deselect AL
Add
Item Title Schedules Add
COURSE COMMO0001 TEST ITEM
(Rev 5.5 - Dec/23/2004 02:38
PM America/New York)

COURSE COMMO0003 Communication Skills for the Workplace e v v
(Rev 5.5 - Dec/23/2004 02:38
PM America/New York)

COURSE COMMO0004 (Rev 6 -  Communicate for Results v v
Dec/23/2004 02:38 PM
America/New York)

COURSE COMMO0005 Communication Skills for Leadership 7 7
(Rev 6.5 - Dec/23/2004 02:38

PM America/New York)

COURSE COMMOO006 (Rev6- C ication Skills for Resolving Conflict 7] 7
Dec/23/2004 02:38 PM

America/New York)

m

The Item(s) is successfully
added to the catalog.

To modify catalog options,
click the Flag drop-down
box and select one of the
displayed options.

Enter an Until date.
Enter a Reason.

Enter an expiration date (if
desired).

Click Save.

Items |©] Enter Title or ID (o) ©
Title Catalog Options Actions Price Remove
] Select All

Communication Skills for th... Flag: New v Price Change 0.00 US Dollar (USD) J

Until: e Oct/31/2011 | [5F] Scheduled Offerings

Reason: ) e

Expirewm =
Communicate for Results Flag: N/ Price Change 0.00 US Dollar (USD) (]

Untit: “wwwa/vwwy | [F] Scheduled Offerings

Reason:

Expires: M A =]
Communication Skills for L... Flag: \ v Price Change 0.00 US Dollar (USD) J

Until: MW/ A/ vvvy j Scheduled Offerings

@ Save Cancel
Notes:

Item Flag: A flag that appears with the Item in the catalog.
Until: The date that the flag no longer appears with the Item in the
catalog.

Reason: What the learner sees for why they should be interested in this
Item when viewed on their home page or in the catalog.

Expires: The date at which the Item is automatically removed from the
catalog. It is automatically removed after this date from the catalog by
the purged expired catalog APM.




SA

=

Task C.

Adding Curricula to Catalogs

Using the same catalog
from the previous task,
select Curricula in the
Related area.

Click (12)) to add associate
the Item with a new

Qi§ EHS Employee General Catalog

*Domain: Default Public Access Doma

Active: Yes

Related Curricula | © |

Items n Title

Assignment Profiles

Details

Contact Email:  admin@SF.com

Catalog Options

EHS-GEN [i] = © Actions
Bookmark
Pricing Rule: Defete.

o L2

Remove Items Remove

Catalog. No Records
0 Enter a keyword. Curricula &
@ | Click Search. o
Keyword:
Note: To use additional search Curmicutum Titie: s
criteria, click the Add/Remove
Criteria button. Add/Remove Criteria © %
© | Click the Add Schedules Add Curriculum To Catalogs
and Add checkboxes for @
one or more Items.
Select All / Deselect Al
G Cth Add- Curriculum Title add Items Add
EHS-100 First Responder 6 v 72
EHS-101 First Aid and CPR v v
The curriculum is Curricula O o |2
Successfully added to the Title Details Catalog Options Remove Items Remove

catalog.

To modify catalog options,
click the Flag drop-down
box and select one of the
displayed options.

Enter an Until date.
Enter a Reason.

Enter an expiration date (if
desired).

Click Save.

Details

Flag: New ev

First Aid and CPR

Reason: e

First Responder Details

Reason:

Flag: v

unti: [ bets312011 | =) L U

Expires:

Until:

Expires:

Save Cancel

Notes:

Item Flag: A flag that appears with the Item in the catalog.
Until: The date that the flag no longer appears with the Item in the

catalog.

Reason: What the learner sees for why they should be interested in this
Item when viewed on their home page or in the catalog.

Expires: The date at which the Item is automatically removed from the
catalog. It is automatically removed after this date from the catalog by

the purged expired catalog APM.




oAl

Task D.

Associating a Catalog to an Assignment Profile

Using the same catalog
from the previous task,
select the Assignment
Profiles tab in the Related
area.

Click (12)) to add associate
the Item with a new
catalog.

Qi EHS Employee General Catalog

*Domain: Default Public Access Do Contact Email: admin@SF.com

Active: Yes

Assignment Profiles | i}g

Description

Pricing Rule:

Related
Items

Curricula

No Records

EHS-GEN [f] & ©

Actions
Bookmark

Delete

Remove

1+ [ Select All

Enter a keyword.
Click Search.

Note: To use additional search
criteria, click the Add/Remove
Criteria button.

Assignment Profiles

Keyword:

Description:

Contains v ehs

Add/Remove Criteria ©

O

Select the Add checkboxes
for one or more Items.

Click Add.

Add an Assignment Profile to Catalog

Assignment Profile ID Description
EHS-EFL EHS - Beth Test

Select All / Deselect AL

Add
O .

The assignment profile is
successfully added to the
catalog.

Click the Assignment
Profile name to navigate to
the profile.

Assignment Profiles

Description

EHS - Beth Testa

%) S

Remove
1 [] Select All
O






