L5, DEPARTMENT OF LABOR Learning Link
Administrator Job Aid

LeurningLink Catalog Management

Job Aid: Catalog Management Course: Learning Needs Management

Lab 9: Add Curriculum to a Catalog

Prerequisites
. Introduction to LearningLink Learning Administration
« Learning Needs Management

« Assignment Profiles

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. Modifying Item/Curriculum Catalog Flags

E. Associating a Catalog to an Assignment Profile

Task A. Adding Catalogs

Verify the Admin tab is @ ik —_—

R

selected.

References  Reports

Searchii| Enter Keywords or Command Go ¢ ‘ﬁ‘
gl g Catalogs Search  Add New
Catalogs. — _ -
9 Select Add NeW_ Schaduled Offerings Enter a value for each fieki that you want to s to fiter your search. Some fieids alow you to select from & st of values. You can aiso add

or remove search criteria to further refine your search

Classes

i Case sensitive search: C ves & No

Group Instances Cutatog 2 [starts witn = [
Description: [starts witn =

Catalogs
Active: @ active C Notactive © Both

Curricula
Add/Remove Criteria ©

__

equirements
Questionnaire Surveys
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LearningLink
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Catalog Management

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
is selected.

Select Add.

Catalogs

* Catalog

* = Required Fields

Description:

Pricing Rule: |

Add Catalog

1D:

EHS_GEN e

IEHS General Employee Catalog

e_

+ Domain: @ [kso

search  AddNew @

Contact Email: @, [pLATEAUGPLATEAU con|

Active:

T O

[0
o [

The new catalog is
successfully added.

Catalogs

> Search > Search Results > Edit Summary

Catalog ID: EHS_GEN

Summary

Description: EHS General Employee Catalog

Curricula

ltems

Assignment Profiles

Edit the Catalog

= Required Fields
Description: EHS General Employee Catalog
* Domain: @, kso
Pricing Rule:

Active:

Contact Email: @, pLaTEAI@PLATEAU.com

i s et i

Search | AddNew = @

Task B.

Adding Items to Catalogs

Navigate to Learning >
Catalogs.

Search for a catalog by
entering criteria for one or
more fields.

For this example, let’s
search for the catalog
created in the previous
exercise.

Enter the catalog ID in the
Catalog ID field.

Select Search.

Home Users

@B m m
:

Performance

Search: | Enter Keywords or (

Compensation YEZWANTY Content Commerce  System Admin

References

QB2

Reports

Items

Classes

Group Instances

Catalogs

Curricula

Requirements

Scheduled Offerings

Catalogs

zarch

Enter a value for each field that you want to use to fiter your search. Some fiekis alow you to select from a iist of values. You can aiso add

or remove search critenia to further refine your search

Case sensitive search: C Yes @ No

Catalog ID: [ starts witn =] [end
Description: [ starts witn =
Active:

@ actve C NotaActive © Both

Add/Remove Criteria ©

Search  Add Hew
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@  sclect the catalog by

Selecting the edit icon Field Chooser &) Download Search Results 5%
(lLI ) - Catalog ID Description

EHS Il ] | Environmental Health and Safety

EHS_GEN 0;\ EHS General Employee Catalog

Select the Items tab.

Catalogs Search = AddNew @
Note: Items can be added to the earch > Search Resutts » Edt te

catalog by either entering or
searching for an item SKU
number, or entering or Supinny

searching for an item. i Edit the Catalog

Add an Item to the Catalog

Catalog ID: EHS_GEN

Description: EHS General Employee Catalog

Curricula

Select an item type from ST R
the dl’Op-dOWﬂ menu. i e e EZ‘;'T“:.T;?"”“: e

Enter the exact item ID W Add Associated Future Schedules Offerings to the "'""Di'

Catalog

M Add Associated Futl ules Offerings to the
Select Add. S 0 :
&

=
or o
Select the add one or
more from list link to
search for and add the
item.

The item iS Successful Iy Update the Items in the Catalog

T = Default Price for Item or Scheduled Offering

added to the catalog. ==
Select the expand icon (&)

to view any associated —
Scheduled Offel’ings. ;.;37 EEE;;E;:- ::cawﬁﬁm_m Yes ?::. - = #0.00 US Dollar (USD)t Change [
12:00 AM
@ Select Apply Changes. s powon ——
ork) Expires: 'ﬁ '—
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Task C.  Adding Curricula to Catalogs

0 Navigate to Learning > M 0

Catalogs Home Users Performance Compensation QEQGLLY Content Commerce System Admin

References  Reports

Searchi | Enter Keywords or Command ‘M |5
@ Search for a catalog by

entering criteria for one or Satnboge search | dccrien @
more fields. L e

Scheduled Offerings Enter a value for esch fied that you want o use to iler your search. Some fieids alow you to select from a st of values. You can also add
For this example, let’s —
search for the catalog —— s el 24
created in the previous . T e 1
exercise. — @ soe C Notctve € gt 9
Enter the catalog ID in the — e © O
Catalog ID field. E—

Select Search.

SeIeCt the edit icon (l_;l) tO FieldChOUsero Download Search Results 3
select the catalog.

I
Catalog ID « Description

[ EHS L <) | Environmental Health and Safety
EHS_GEN Ql;i | EHS General Employee Catalog
6 Select the Curricula tab. S S
Note: Curricula can be added to search > Search Results > Eit Curricuda

the catalog by either entering
or searching for a curriculum

Catalog ID: EHS_GEN

Description: EHS General Employee Catalog

SKU number, or entering or 2mary
searching for a curriculum. Assignment Profiles EdittheiCatalds
. |W Add a Curriculum to the Catalog

G Enter the eXaCt CurrICUIum EITHER Add a SKU OR Add a Curriculum 9

ID exactly ltems Enter SKU or add one or more from list Enler Oxebcniom il u7 8 oo 6E wirve Fromtiel
SKU: Curriculum I0:
: T —

6 Verlfy the Add Items tO ¥ Add Items To Catalog ¥ Add Items To Catalog e
Catalog checkbox is = e
checked.

@ Select Add.
or

@ Select the add one or

more from list link to
search for and add a
curriculum.
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The curriculum has been
successfully added to the
catalog.

Select the expand icon (&)
to view all items within this
curriculum.

Assignment Profiles
Update the Curricula in the Catalog
Curricula —
| oo s | e
Items 1 Deselect Al
Show
n Remove
KU Curriculum  Title Catalog Catalog Options ltems  Remove
[ SKU-632  EHS-100 First Yes Flag: - m r
Responder Untit: ﬂ
Reason:
Expires: .,,]’—
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Task D. Modifying Item/Curriculum Catalog Flags

Q Navigate to Learning >
Catalogs.

Search for a catalog by " T
entering criteria for one or - s
more fields. Scheduled Offrings -

[ 2] Enter the catalog ID in the S
catalog ID field. e . =—

Satzlow: d @ Actve © NetActve C Both

©® | select Search. o .

e | |

Q Select_ the cataI(_Jg _by —— Download Search Results &
selecting the edit icon
(lt |) Catalog ID « Description

/s ‘ EHS Q& ‘ Environmental Health and Safety
‘ EHS_GEN ng EHS General Employee Catalog
© | select the Items tab.
Catalogs
Search > Search Results > Edit Items
Catalog ID: EHS_GEN

it Description: EHS General Employee Catalog
Assignment Profiles Edit the Catalog

Add an Item to the Catalog
Curricula

{ EITHER Add a SKU

Items 6 Enter SKU or add one or more from list

SKU:

G TO modify Catalog OptionS Update the Items in the Catalog @
per item, Select the Flag 1 = Default Price for ltem or Scheduled Offering —
drop-down box and select
one of the displayed pacris ot e = vt
Options' SKU item Title C::E‘:g Catalog Options Price Remove

a . CAT- COURSE EHS- CPR Yes Flag: New ™ [0.00 US Dollar (USD)+ Changs -
Enter an Until date. WO Gerd  Recorfcaton s

©  enter a Reason. " tecrcation foons - pewcoune

‘or| pIres: m W

@ Enter an expiration date (if

desired). Notes: . o
Item Flag: A flag that appears with the item in the catalog.

@ Select Apply Changes. Until: The date that the flag no longer appears with the item in the catalog.
Reason: What the user 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.
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Task E.  Associating a Catalog to an Assignment Profile

0 Navigate to Learning >
Catal OgS. Home Users Performance  Compensation [Ny Content Commerce System Admin

Search: | Enter Keywords or Command [ o =3
Search for a catalog by
) . ) Catalogs Search  AddNew = @
entering criteria for one or "
. =i Search saved searches ©
more fields.
Scheduled Offerings Enter a value for each field that you want to use 1o fiter your search. Some fiskds alow you to select from a fist of values. You can o

or remove search criteriz to further r search

Enter the catalog ID in the Classes e
Catalog ID field. Group Instances Catalog ID: [starts witn =] [ens] 9

\_ Description: [starts with =l
ot Search e @
Se eCt SearC - / Active: & actve © Notactve © Bot
S AddiRemove Criteria ‘© e

Requirements Wﬁﬁ

Q SeIeCt the Catalog by Field Chooser & Download Search Results 2
selecting the edit icon :

Catalog ID « Description

fase] —
(_ )' EHS | |«] | Environmental Health and Safety

EHS_GEM a:/ EHS General Employee Catalog

Q Select the Assignment Catalogs sesen | ptew | @
Profiles tab.

Note: Access to catalogs is Catalog ID: EHS_GEN
Controlled by assignment summary Description: EHS General Employee Catalog

prOfI Ies- Assi . Edit the Assignment Profile for the Catalog
ssignment Profiles

Enter the exact assignment Canicula Addan Assignment Profils ta Catalog

pI’OfIIe ID. el Assignment Profile I0: [ | G %
Select Add.

or

Select the add one or
more from list link to
search for and add an
assignment profile.
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Review the added
assignment profile.

Catalogs

= Search » Search Results » Edit Assignment Profiles

Catalog ID: EHS_GEN

Description: EHS General Employee Catalog

Edit the Assignment Profile for the Catalog

Search | Add New | &)

Add an Assignment Profile to Catalog

Enter Assignment Profile 1D or add one or more from list

Assignment Profile ID:

Update the assignment profile for the catalog

Assignment Profile 1D Description

EHS-001 EHS Catalog and Curricula Assignments

Select A S Deselect AL

Remove

]

Notes
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