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Job Aid: Managing Curricula Course: Learning Needs Management
Lab 6: Add a Curriculum

Lab 7: Associate Items to Curriculum

Lab 8: Create a Curriculum Hierarchy (Subcurriculum)

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 a
curriculum. Related terminology is provided.

Tasks

A. Add a Curriculum

B. Associate Items to Curriculum

C. Create a Curriculum Hierarchy (Subcurriculum)
D. Add Curriculum to a Catalog

Terminology:

Title Title of the curriculum. Displays to the Learner on the Curriculum Status screen.
Creation Date Indicates the date the curriculum was created.

Active Indicates whether the curriculum is active or inactive in the database.

Domain Identifies administrative ownership of the record.

Curriculum Type Indicates an area that the curriculum is specific to (HR, IT, Safety, etc.).

Basis Date Indicates the start date of your company’s calendar. Used with calendar basis for

items within the curriculum.

Force Incomplete If checked, calculates if the curriculum status should be complete or incomplete
based on Learner’s latest attempt at completing any required item assigned to the
curriculum.

Description This field is for admin informational purposes only.




Task A.

Add a Curriculum

Verify the Admin tab is
selected.

Navigate to Learning >
Curricula.

Click Add New.

P co & ¢
(B —a [} - w [
Home Learners Performance Learning Content Commerce  System Admin
Search: | Enter Keywords or Command Go b
Curricula Search = AddNew | @

Items

Scheduled Offerings
Enter a val
or remove

h field that you want to use
eria to further refine your

Classes

Group Instances Case sensitive search: O Yes ® No
Catalogs Search All Locales: O ves ® No
( 8 Curriculum ID: Wi
[ curricula o satswan v
g Curriculum Title: Starts With P
Requirements ¥,
. . Items: Exact || Type: v| Y
Questionnaire Surveys .
1D:

Communities

Add/Remove Criteria ©
Instructors.

[ -

Tasks

Enter a Curriculum ID.

Enter curriculum title and
description.

Select a domain.
Select a curriculum type.

Leave the Force
Incomplete checkbox
unchecked.

Note: When you select the
Force Incomplete checkbox, the
system calculates whether the
status should be complete or
incomplete based on the
Learner’s latest attempt at
completing the item. If the
Learner’s latest attempt is
incomplete, the system
calculates the expiration and
required dates based on the
date and time of the last
unsuccessful attempt.

Click Add.

1X)

Curricula @

Add New Curriculum

= Required Fields
-

* Curriculum ID:
Title: e
Description:
Creation Date: (™ (6202012

Active:

Q [pusLic

@

* Domain:
Curriculum Type:

Force Incomplete:
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Task B.

Associate Items to Curriculum

Select the Contents tab
from the Related area of
the curriculum just added.

Select Edit.

(i Job Aid Test
Description: @
Created to test Job Aid

*Domain: Default Public Access Domain (PUBI
Force Incomplete: No

View All ®

Related Contents | Edit o
ssignment Profiles
s

Type Title

JATEST |

Active: Yes

Creation Date: 6/20/2012

No Records

Click the Add Content
button (%2 7)).

Select Items from the drop-
down menu.

Edit

Curriculum: Job Aid Test

Contents
x Items °
Thereisnoc|_=' .
Requirements
Subcurricula
©  Enter criteria in any of the Add Items &
fields to search for the — o
items to include in the
. Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of values. You can also add
Cu rr] Cu lu m . or remove search criteria to further refine your search.
Note: You may need to select Keyword:
the Add/RemOVe Criteria Item Types: Starts With v:‘ Y e
function to gain additional SEiD: S B
search criteria. 3 B
Revision Date: :n»]
. (MM/DD/YYYY) e
G Click Search. N ,
Revision Number: Starts With :‘
Item Title: Starts With vl
Item Status: ® Actve O Not Active O Both
Item Classification: Starts With Z" 5 g
Domains: Starts With L[ i §
Add/Remove Criteria © "Search | Reset
[ o




Check the Add checkbox
next to each item to add to
the curriculum.

Click Add.

Add Items

Item

Add Items To Curriculum

Item

COURSE NASA-TRADEV-4 (Rev 1 - 5/3/2012 02:51 PM America/New York)
COURSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM America/New York)
COURSE NASA-TRADEV-2 (Rev 1 - 5/3/2012 10:22 AM America/New York)
COURSE NASA-TRADEV-3 (Rev 1 - 5/3/2012 02:24 PM America/New York)

Help

Select All / Desalect Al

Title Add
Training Dev-4 O

Training Development O a
Training Development-2 O

Training Development 3 O

Select All / Deselect AL

The selected item(s) is
added to the contents list.

Click the Edit link next to
the last listed item.

Edit

Curriculum: Job Aid Test

Contents -

Select Al / Des
Q Display
Entity ID Title Order Select
COURSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM Training Development Edit +] O
America/New York)
COURSE NASA-TRADEV-2 (Rev 1- 5/3/2012 10:22 A Training Development-2 eaic K O

America/New York)

COURSE NASA-TRADEV-3 (Rev 1-5/3/201202:24 PM  Training Development 3 @ eaic = O

America/New York)
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Enter initial assignments
(number and period).

Select an initial basis
(event).

Do not enter retraining
assignments.

Enter a basis date (if not
defaulted) and an effective
date (use the current
date).

Select an assignment type.
Select Required (REQ).

Click Apply Changes.

Repeat steps 10-15 for
each item in the
curriculum.

Edit

Curricula

Curriculum ID: JA-TEST

Title: Job Aid Test
Item Type: COURSE

Item ID: NASA-TRADEV-3

Revision Date: 6/3/2012 02:24 PM America/New York

Revision Number: 1

Item Title: Training Development 3

Edit the items for the Curricuium

Initial Assignments:

IRl e 30 Initial Period:

O calendar @ Evenl@

Retraining Period:

Initial Basis:

Retraining Assignments:
Retraining Number:

Retraining Basis: O calendar @ Event

Basis Date: ”
3 1/1/2012

Effective Date: i
5 {9 (62012

Assignment Type: Required (REQUIRED)

(| 5 J oo s | vt

Entire
Threshold: Period

Days

vl
|4 v

Note: For more information on initial assignments, retraining
assignments, effective dates, and assignment type refer to the Period-

Based Curriculum job aid.

Click the Move Up (H) or
Move Down (K1) icons to
change the display order.

Click the Expand icon (&)
next to each item to
review assignment details.

Edit

Curriculum: Job Aid Test

Contents W

Entity ID

COURSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM
America/New York)

COURSE NASA-TRADEV-2 (Rev 1 - 5/3/2012 10:22 AM

America/New York)

3] COURSE NASA-TRADEV-3 (Rev 1 - 5/3/2012 02:24 PM
America/New York)

Title

Training Development

Training Development-2

Training Development 3
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Task C.

Create a Curriculum Hierarchy (Subcurriculum)

Select the Contents tab
from the Related area of
the curriculum just added.

Select Edit.

) 22 ° ‘ 3]
i = & — -
Home Learners Performance Learning Content Commerce System Admin
Search: | Enter Keywords or Command t

[zi Job Aid Test
Description: @
Created to test Job Aid

*Domain:

Force Incomplete:

View All ®
Related Contents
Assignment Profiles Type

Catalogs

Documents

Job Positions

Default Public Access Domain (PUBI
No

Edit 9
(B
Title
Training Development

Training Development-2

Training Development 3

Click the Add Content
button (%2 7).

Select Subcurricula from
the drop-down menu.

Edit

Curriculum: Job Aid Test

Contents

Items

Requirements

Erl Subcurricula 6

COURSE NASA-TRADEV (Rev 1-5/3/20

America/New York)




SA

Enter criteria in any of the
fields to search for the
curriculum to add as the
subcurricula.

Note: You may need to select
the Add/Remove Criteria

function to gain additional
search criteria.

Click Search.

Add Subcurricula [x]

Curricula ?)
Search
ae;u::

Search Curricula

Enter a value for each field that you want to use to fiter your search. Some fiekis allow you to select from a list of values. You can also add
or remove search criteria to further refine your search

Keyword:
Search All Locales: O Yes ® No 9
Curriculum Title: Starts With 11
Items: Exact _\:J Type: :J Y
D:
Add/Remove Criteria © G
Check the Add checkbox Add Subcurricula X
next to each curriculum to . ~
A Curriculum Help
add as the subcurricula.
Cl' k Add > Search Results
1C .
Add Subcurricula To Curriculum
[ 5 ]
Records per Page| 10 : (5 total records) L
Curriculum ID Title Add
APPEL-UAT- APPEL-UAT-TEST O
TEST G
GRC-UAT- UAT Curriculum Testing O
CURRICULUM
GRC-UAT-TEST GRC UAT Test Curriculum O
NSSC-TEST- UAT TEST SCRIPT 0
The subcurriculum is added | Edit x

to the bottom of the
contents list.

Click the Details link next
to the subcurriculum in the
list.

Curriculum: Job Aid Test

Contents Q-

Entity ID Title Order Select
COURSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM Training Development Edit
America/New York)
COURSE NASA-TRADEV-2 (Rev 1 - 5/3/2012 10:22 Training Development-2 e EE
AM America/New York)
COURSE NASA-TRADEV-3 (Rev 1-5/3/201202:24  Training Development 3 e EHE
PM America/New York)
] APPEL-UAT-TEST APPEL-UAT-TEST petais [




A separate pop-up window
displays details of the sub-
curriculum just added.

@ Review the list of items.
€| Click Close.

Curricula

> Search > Vi

Curriculum ID: APPEL-UAT-TEST
Title: APPEL-UAT-TEST

View the Items for the Curriculum

item Title

CERT APPEL-PPM-PROF-  APPEL-PPM-PROFESSIONAL EXAM, Initial Assignments: N/A
EXAM-LIC-CERT LICENSE OR CERTIFICATION Retraining Assignments: N/A
(Rev 7/28/2009 04:29 PM Assignment Type:

America/New York) Effective Date:

COURSE APPEL-AEVMT  APPEL-ADVANCED EARNED VALUE Initial Assignments: N/A

(Rev 5/8/2007 11:42 AM
America/New York)

MANAGEMENT TECHNIQUES:

RECOGNIZING GAMING, ABUSE AND

Assignment Type:
DATA MANIPULATION ERecie it
COURSE APPEL- APPEL-3CC-ADVANCED PROJECT Initial Assignments: N/A
APMEASE MANAGEMENT AND ADVANCED SYSTEMS  Retraining Assignments:  N/A

(Rev 10/10/2007 01:02 PM  ENGINEERING

Assignment Type: Highly Recommended

America/HevYork) Effective Date:

COURSE APPEL-APP APPEL-ASSESSING PROJECT Initial Assignments: N/A
(Rev 5/8/2007 11:47 AM PERFORMANCE Retraining Assignments:  N/A

Task D. Add Curriculum to a Catalog
Q Select the Catalogs tab -~ e = - ..
from the Related area of = . - - "
Home Learners Performance Learning Content Commerce System Admin

the curriculum record.
© | Click the Add New

Catalogs button ( 9] ).

Search: [ Enter Keywords or Command

[z; Job Aid Test
Description: @
Created to test Job Aid

*Domain: Default Public Access Domain (PUBI

Force Incomplete: No

View All ®
Related Catalogs | © 9
Assignment Profiles Description
Catalogs 1
Contents

Documents

Job Positions

Catal

Nc
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@® | Enter criteria to search Catalogs &
for t.he catalog to add the | ..o e -
curriculum. Catalog ID: Starts With v/

Note: You may need to select Description: Statswih  |v]
the Add/Remove Criteria Domains: FET = Y
function to gain additional Homs: :
- : ems: Exact |v| Type: vl Y
search criteria. o
ick rch.

e Click Searc AddRemove Criteria ©

e CheCk the Add CheCkbOX Add Curriculum To Catalogs G
next to the catalog.
Note: The Add Items Records per Page| 10 ‘V;nge; 1 2 «Previous Next» (11 total records) Page 1 of 2. m
checkbox should be checked if Select All /Deselect Al
you also want to add all items catalog!D Description Addltems  Add
contained in the curriculum sttt b s = 4
tO thiS Catalog. HQ_CATALOG NASA Headquarters O DG

. HQ_CTC_CATALOG HQ CTC Catalog O O

@) Click Add. 0 G 12108 e = :

@ Verify that the selected e S 1) S— T
catalog is displayed. : @ @ s

)

Click the Flag drop-down
menu and select New
from the drop-down
menu.

Click the Until calendar
icon.

Select the last date to
display the flag.

In the Reason field, enter
why this curriculum is
flagged (Learner
viewable).

Click Save.

NASA Headquarters

Flag: New v | Untit:






