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Job Aid: Edit Instructor-Led Items Course: Learning Needs Management 

Lab 2: Adding Information to an Item’s Core Area 

Lab 3: Working with Item Default Segments 

Lab 4: Adding an Item to a Catalog 

Lab 5: Adding Subject Areas to an Item 

Description 

The purpose of this job aid is to guide Administrators through the step-by-step process of editing an 
instructor-led item. Related terminology is provided. 

Tasks 

A. Review Core Information 
B. Configure Item: Default Segments (Related Area) 
C. Configure Item: Catalogs (Related Area) 
D. Configure Item: Subject Areas (Related Area) 
E. Configure Item: Notifications (Related Area > More) 

 

Terminology: 

Related Area: 

Segments Tab: A segment is used to establish schedule timeframes and identifies location types, 
materials, and types of equipment for scheduling an instructor-led course. 

Catalog Tab: A catalog is used to make items that are not a part of the Learning Plan viewable to 
Learners. Access to one or more catalogs is based on assignment profiles. In order for a Learner to view 
an item that is not in his/her Learning Plan, the admin must add the item to a catalog. An item may 
reside in multiple catalogs and have a different price associated in each. In order for a Learner to self-
assign an item or self-register in a scheduled offering of an item, the item must reside in a catalog. 

Subject Area Tab: Learners have the ability to browse catalog/s by subject area. An item can be 
associated with one or more subject areas. 

Related Area (More): 

Notification Tab: Learners have the ability to change the message within the notification associated 
with an item and to attach additional documents to the notification such as pre-reading or work. 
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Task A. Review Core Information 

Verify the Admin tab is 
selected. 

 

Navigate to Learning > 
Items. 

Enter search criteria for an 
item to edit. 

Click Search. 

 

  

or 

Enter search criteria into 
the top Search field. 

Click Go. 
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From the search results, 
click the Item ID. 
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The top of the record 
displays the items title, ID, 
description, and item key. 

Verify Classification is 
either Instructor-Led or 
Blended. 

Note: To edit any field in this 
area, click in the field and enter 
text or select a reference value 
(depending on the field type).  

View additional information 
by clicking View All. 
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Note: All required fields are marked with a red asterisk. 
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Task B. Configure Item: Default Segments (Related Area) 

Verify the Admin tab is 
selected. 

Using the same item record 
as above, select the 
Segments tab in the 
Related section of the 
record. 

Click the arrow icon ( ) to 
expand the Related 
section.  
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Note: Click the arrow icon ( ) 
again to collapse the Related 
section. 

 

1 
2 

The item displays with 
segments. 

Enter a description for 
each existing segment. 

Change the duration for 
each segment as necessary. 

Select a Location Type 
from the drop-down menu. 

Click the Equipment link to 
associate equipment with 
the segment. 

Click Copy to All link to 
apply that segment 
configuration to all 
segments (use only if you 
expect all segments to be 
identical). 

Click Save. 

Click ( ) to add a new 
segment. 
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Enter a Day, Description, 
Duration, Delay Start and 
Location Type, as 
necessary. 

Click Save. 
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The new segment has been 
added. 

Click ( ) to copy segments. 12 
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Enter the number of times 
to copy the set of 
segments. 

Click Copy. 
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The previous segment(s) 
have now been copied and 
added to a new day. 

Note: To remove one or more 
segments, select the Delete 
checkbox, and click Save. 
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Task C. Configure Item: Catalogs (Related Area) 

Using the same item recor
as above, select the 
Catalogs tab in the Relate
section of the record. 

If the item is associated 
with a catalog already, th
catalog(s) will be listed. 

Click ( ) to associate the 
item with a new catalog. 
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Enter a keyword. 

Click Search. 
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Note: To use additional search 
criteria, click the Add/Remove 
Criteria button. 
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Select the Add Schedules 
and Add checkboxes. 

Click Add. 
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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. 
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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. 

 

 

11 



 
 

 

 - 6 -   
  

Task D. Configure Item: Subject Areas (Related Area) 

Using the same item record 
as above, select the 
Subject Area tab in the 
Related section of the 
record. 

If the item is associated 
with a subject area 
already, the subject area(s)
will be listed. 

Click ( ) to associate one 
or more subject areas with 
the item. 
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Check the Add checkbox to 
add a subject area. 

Click Add. 
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Verify the subject area(s) 
added appear on the 
screen. 

 

Note: Learners can search for items based on subject area. 
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Task E. Configure Item: Notifications (Related Area > More) 

Using the same item record 
as above, select the More 
link in the Related section 
of the record. 
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Additional related tabs 
display. 

Select the Notifications 
tab. 
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In the section Override 
Learning Expiration 
Notification Defaults, 
select the email recipients,
threshold, and reminder 
period. 
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Note: After you add a new item, you can change these default values 
and selections. When the automatic process executes, the system uses 
the values and settings of the item. 
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This page allows you to 
review and change the 
content of notifications 
sent to Learners, 
Instructors, Supervisors, 
and others regarding this 
item.  

The following notifications 
are available: 

• Scheduled Offering 

Cancellation 

• Registration 

• Withdraw 

• Waitlist 

• Waitlist Removal 

• Pending 

Make necessary edits to the 
notification subject line 
and body. 

Click Preview to view a 
sample of the notification. 

Click Apply Changes. 

To add an attachment, 
click Browse… to search for 
and add a file. 

Click Apply Changes once 
the correct path to the 
attachment displays.  
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Note: For examples about the use of Notification Template and building 
messages using syntax tags, click the Help link. 

 

 

 




