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L5, DEPARTMENT OF LABOR

Job Aid: Manage Period-Based Curricula Course: Learning Needs Management

Lab 10:Setting Item Periods within a Curriculum

Lab 11: Setting a Fixed, Initial Required By Date

Prerequisite Courses
. Introduction to LearningLink Learning Administration
« Learning Needs Management

« Create Curricula

Description

The purpose of this job aid is to guide administrators through the step-by-step process of configuring
item periods using both event and calendar basis for both initial assignments and retraining
assignments. This job aid should help answer the following questions:

« How much initial completion time should be granted to the user?
« Does an item within a curriculum have a firm required by date for all users regardless of when it
is assigned?

« Do the items within the curriculum require retraining?

Tasks

Configure Item Periods: Initial Basis - Event

Configure Item Periods: Initial Basis - Calendar (Configure Fixed Initial Required By Date)
Configure Item Periods: Retraining Basis - Event

Configure Item Periods: Retraining Basis - Calendar
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Task A. Configure Item Periods: Initial Basis - Event

Initial basis event uses the assignment date of the curriculum (item) to determine the original required
by date (initial assignment) and the Learning History completion date to determine the next required by
date (retaining assignment).

Example: A user is assigned an item with an initial assignment of 30 days, initial basis - event, and an
assignment date of 10/16/2010. Plateau Learning calculates a required by date of 11/16/2010. It
completes the current day period 10/16, then counts 30 days.

- - - s e e
Verify the Admin tab is @ Lecringink by e g
selected. S = B0 6 0

om I — ompensation \(ISMUNTY Content Commerce  System Admin References  Reports

Search: | Enter Keywords or Command | %
NaVIgate tO Learn I ng > Curricule Search AddNew | @
Curricula.

. . . Scheduled Offerings Enter a value for each field that you want to use to fiter your search. Some fields alow you to select from a st of values. You can also add
Ente rc rlte ria tO fl nd the or remove search criteria to furiher refine your search
Classes

sensitive search: Yes @ No

curriculum in which to edit
item periods.

Group Instances earch All Locales: 0 Yes @ No

C:
5
Curriculum ID: Starts With v EHs
Catalogs
3 Ct

Select Search. Curriculs 9 =>
In the search results list, _
. . Field Chooser 0 Download Search Results 2
select the edit icon (~) to .
select the curriculum. —— q LT
| EHS-100 |1 [<] | First Responder
Q Select the Contents tab. Curricula Scarch | A | @
G SeIeCt Item from the Add » Search » Search Results > Edit Contents
Content to the Curriculum Curriculum ID: EHS-100
SeCtion . Summary Title: First Responder
Assignment Profiles Edit the Curriculum

Add Content to the Curriculum

Catalogs
Contents B @ ltem e Enter item ID or add one or more from list

- Requirement Type D
Custom Fields =
~ Subcurriculum

Documents
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6 Se|eCt the Edlt Ilnk neXt tO Update Content for the Curriculum
an item in the list.

Entity ID Title Order Select
OMLINE EHS5-121 (Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit [~ r
AmericalNew York)
COURSE EHS-101 (Rewv 1.2 - May/14/2003 12:00 AM Emergency Planning ot |l [l
AmericalNew York)
COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response i =1~ r
AmericalNew York)
COURSE EHS-109 (Rev 1 - May/ 14/ 2003 12:00 AWM Fitness for Duty ot |l r
AmericalNew York)
COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM First Responder o =1~ r
AmericalNew York)
r

COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AM Fire Safety it [
AmericalNew York)

Initial ASSIgnmentS Curriculum ID:  EMS-100
Configuration S

L. B Item ID: EHS-108
Select the initial basis as Revision Date:  May/14/2003 12.00 AM America/New York
Event Revision Number: 1.2

Item Title: Fire Safety
Enter an Inltlal number Of Edit the Items for the Curriculum

30. 13 e

@ Select an initial period Of . = Required if either Initial Basis or Retraining Basis is calendar based.
DayS (DayS’ Weeksi MonthS, (Init\alAssignments:
© Entire
QuarterS, OI’ YearS). Initial Humber: ’S’Ej Initial Period: ’% Threshold: Pen':dh
Do not enter retaining A - ‘ =
. nitial Basis: Calendar @ Event Q
assignments. | —

- Retraining Number: Retraining Period: ays h
Enter an effective date. | ’ e A

Retraining Basis: " calendar ™ Event
Select an assignment type. P | PR

Effective Date:

Select Apply Changes. e e m
Assignment Type: REQ (Required) - @

Repeat steps 7-12 for each
item in the curriculum.

Note: for more information on initial assignments, retraining
assignments, effective dates, assignment type, and sequence number
click the Help link at the top of the page.

@ Select the eXpand icon () Update Content for the Curriculum
next to each item to review
assignment details.

Display
Entity ID Title Order Select

E  ONLINE EHS-121 (Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit = |
AmericalMew York)

Initial Assignments: 30 Days - Event Threshold: MiA
Retraining Assignments: MiA
Effective Date: Aug/13/2003 Assignment Type: REQ (Required)
Basis Date: Jan/1/2005
COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AWM Emergency Planning Ecic bl A Il

AmericalMew York)

COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response Ecic bl A |
AmericalMew York)
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Example: Using the same assignment date of 10/16/2010 but setting an initial assignment of one month
instead of 30 days, Plateau Learning generates a required by date of 11/30/2010. It completes the
current month period, October, then counts one month.

Initial Assignments
Configuration

Select the initial basis as
Event.

Enter an initial number, 1.

Select an initial period of

Months (Days, Weeks, Months,
Quarters, or Years).

Do not enter retaining
assignments.

@
@®

120)

Enter an effective date.
Select an assignment type.
Select Apply Changes.

Edit the Items for the Curriculum

[20)

T
. = Reguired if either Initial Basis or Retraining Basis is calendar based.
flnitialAssignments:
' Entire
Initial Number: .
it fumber |1 Initial Period: IMcnths 'l Threshold: Period
= I Days,
k Initial Basis: " Calendar E‘zent@
Retraining Assignments:
Retraining Humber:
raining Rumber I Retraining Period: IDa‘,rs 'l
Retraining Basis: " Calendar ™ Event
Basis Date:
(2 [san172005
Effective Date:
.TI IOCT.I'ZS."ZE1 o @
Assignment Type: IF’.EQ (Required) j @

Example: Finally, using the same assignment date of 10/16/2010 but changing the initial assignment to
one year, Plateau Learning calculates a required by date of 12/31/2011. It completes the current year

period, 2010, then counts one year.

Initial Assignments
Configuration

Select the initial basis as
Event.

Enter an initial number, 1.

0

Select an initial period of

Years (Days, Weeks, Months,
Quarters, or Years).

Do not enter retaining
assignments.

Enter an effective date.
Select an assignment type.

908

Select Apply Changes.

Edit the Items for the Curriculum

(26

1]
= Required if either Initial Basis or Retraining Basis is calendar based.
nitial Assignments:
© Entire
Initial Number: .
e Tumber @ 1 Initial Period: @ IYears v[ Threshold: Period
@ I Days
Initial Basis: ' Calendar © Event @
RetraimimE s,
Retraining Mumber:
raining Humber Retraining Period: IDa‘,rs 'l
Retraining Basis: " Calendar % Event
Basis Date:
?inl IJan.l'1ﬁ'2E'E'5
Effective Date:
[ [ocTremot @
Assignment Type: I REG (Reguired)

25
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Task B. Configure Item Periods: Initial Basis - Calendar (Configure Fixed Initial Required By
Date)

Initial basis calendar uses a basis date which is set at the item level within a curriculum. This prompts
the system to start its date calculations from that basis date instead of January 1st. This allows
administrators to set a fixed required by date for initial assignments and intervals for retraining periods.

Example: For initial assignments, if an administrator uses initial basis - calendar, they can set a fixed
required by date for all users regardless of what date the curriculum (item) is assigned. Using a basis
date of 10/01/2009, and a 30 day initial assignment period, Plateau Learning creates intervals starting
on 10/01/2009, each running for 30 days. If an item is assigned anywhere within that 30 day interval
(1070172009 - 10/30/2009), Plateau Learning calculates a required by date of 10/30/2009.

Interval 1 10/01/2009 — 10/30/2009

Interval 2 10/31/2009 — 11/30/2009

Interval 3 12/01/2009 — 12/30/2009

Interval 4 12/31/2009 — 1/30/2010

o

- - e
0 NaVIgate to Learnlng > @leornmglmk Home My Employees. Organization Admin
Curricula. = o B 0
A A A ome rs  Performance PO  Content  Commerce System Admin
@ | Enter criteria to find the — —— o] o
curriculum in which to edit
- - Curricula Search AddNew = @)
item periods. s
=SS Search saved searches O
e Select Search . Scheduled Offerings Enter & value for each field that you want te use to fiter your search. Some fields allow you to select from a st of values. You can also add
oor remove search criteria te further refine your search
BB Case sensitive search: Yes @ No
TSy e Search All Lacales: Yes @ No
curriculum 1D: Starts With - EHS 9
Catalngs Curriculum Title: Starts With -
Currieula ) aaamemavs crieris ©
e— %ﬁﬁ
Q In the Search reSUItS IiSt, Field Chooser (&) Download Search Results 5%
oL . 3 .
SeIeCt the edlt icon ( ) to Curriculum 1D Curriculum Title
select the curriculum. | EHS-100 20 [ | First Responder
i
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Select the Content tab.

E Curricula Search | AddNew | (@)
6 Se|eCt Item from the Add » Search » Search Results » Edit Contents
Content to the Curriculum Curriculum [D:EHS-100
Sectlon- BT T Title: First Responder
Assignment Profiles Edit the Curriculum
Catalogs Add Content to the Curriculum
Contents N e Enter ltem ID or add cne or more from list
! Requirement Type D
Custom Fields =
Subcurriculum ﬁ
Documents
1 i Display
@ | sclect the Edit link next to - e Display
a.n Item In the IISt. ONLINE EHS-121 (Rev 1 - May/14/2003 12:00 AM Respiratory Protecton Edit. = -
America/Mew York)
COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AM Emergency Planning Ecit bl hd r
Americal/Mew York)
COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response Ecit bl hd r
America/Mew York)
COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AM Fitness for Duty eaic -
Americal/Mew York)
COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM First Responder =~ |~ | r
Americal/MNew York)
COURSE EHS-106 (Rev 1.1 - May/14/2003 1:00 A Fire Safety 6:-1 =] r
Americal/Mew York)
Initial Assignments . .
N g Edit the Items for the Curriculum @
Configuration
IR | —
@ Se|eCt the Inltlal baSIS as = Required if either Initial Basis or Retraining Basis is calendar based.
Calendar' ﬁ'litialAssignments: N
© | cnter an initial number of . L0, e
Initial Number: 30 Initial Period: Days ¥ Threshold: Period
30. (:I Days
\ Initial Basis: a: Calendar © Event
@ Select an initial period of P ———
Days (Days, Weeks, Months, Rewsining Number: [~ potainngperiod:  [Days 3]

Quarters, or Years).

Do not enter retaining
assignments.

@ Enter a basis date of
10/01/2009.

Enter an effective date
(equivalent to a grace
period) of today’s date, or
any date in the past.

Select an assignment type.

Select Apply Changes.

Retraining Basis: ™ Calendar ™ Event

inl IOCT.I'E-1.I'2E-E-9 m
inl IOCT.I'ZS«'ZE-1 o @

| REQ (Required)

Basis Date:

Effective Date:

7 ®

Assignment Type:

Note: For more information on initial assignments, retraining
assignments, effective dates, assignment type, and sequence number

click the Help link at the top of the page.

Note: If a user has the item assigned close to the fixed required by date,
the admin can configure the item to give users the rest of the current
period plus the next full period. This is accomplished by setting the
threshold days with the number of days into the period, that when an
assignment occurs, it should skip the remainder of the current period
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(Repeat steps 7-13 for each
item in the curriculum.)

and set the required by date to the end of the next full period.

Select the expand icon (&)
next to each item to review
assignment details.

FITETTCO oW TOTTT

COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM First Respander edit bl bd i
AmericalMew York)
B  COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AM Fire Safety Edit -

@ AmericalMNew York)

Initial Assignments: 30 Days - Calendar Threshold: M/A
Retraining Assignments: N/A
Effective Date: Qct/25/2010 Assignment Type:

Oct/1/200%

REQ {Required)
Basis Date:

Example: Using the same basis date of 10/01/2009, and a 1 month initial assignment period (instead of
30 days), Plateau Learning creates intervals starting on 10/01/2009, each running for 1 month. If an
item is assigned anywhere within that 1 month interval (10/01/2009 - 10/31/2009), Plateau Learning
calculates a required by date of 10/31/2009.

Interval 1 October 2009
Interval 2 November 2009
Interval 3 { December 2009
Interval 4 { January 2010

Initial Assignments
Configuration

Select the initial basis as
Calendar.

Enter an initial number of
1.

Select an initial period of

Months (Days, Weeks, Months,
Quarters, or Years).

)

Do not enter retaining
assignments.

Enter a basis date of
10/01/2009.

Enter an effective date.
Select an assignment type.

900 6

Select Apply Changes.

Edit the Items for the Curriculum

[22]

R——
= Required if either Initial Basis or Retraining Basis is calendar based.
mm al Assignments: @ @
' Entire
Initial Humber: .
nitial Pumber |1 Initial Period: |Montns vl Threshold: Period
(16) o
\ Initial Basis: % Calendar ¢ Event
Retraining Assignments:
Retraining Number:
2 I Retraining Period: I Days 'l

Retraining Basis: " Calendar * Event

(¥ [ocTio1z000 @
[ [ocTrzerzo10 @

| REQ (Required)

Basis Date:

Effective Date:

16D

Assignment Type:
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@ Select the expand icon (&) Seloct AL / Desslect AL
H H Display
next to each item to review Entity ID Title Order | select
aSSignment details OMNLIME EHS-121 {Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit [~ |
AmericalMew York)
COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AWM Emergency Planning e =]~ Il
AmericalMew York)
COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response Ecic bl A |
AmericalMew York)
COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AM Fitness for Duty aic bl B Il
AmericalMew York)
El COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM First Responder eaie = -
@ AmericafNew York)
Initial Assignments: 1 Months - Calendar  Threshold: MiA
Retraining Assignments: MiA
Effective Date: Oct/28/2010 Assignment Type: REQ (Required)
Basis Date: Oct/1/200%
COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AW Fire Safety Ecit b Il
AmericalMew York)

Example: Using the same basis date of 10/01/2009, and a 6 month initial assignment period (instead of
1 month), Plateau Learning creates intervals starting on 10/01/2009, each running for 6 months. If an
item is assigned anywhere within that 6 month interval (10/01/2009 - 03/31/2010), Plateau Learning
calculates a required by date of 03/31/2010.

October 2009 | November 2009 | December 2009
Interval 1
January 2010 | February 2010 | March 2010
April 2010 May 2010 June 2010
Interval 2
July 2010 August 2010 September 2010
Initial Assignments Edit the Items for the Curriculum
Configuration
@ Select the initial baSiS as = Required if either Initial Basis or Retraining Basis is calendar based.
Calendar. RS o ~
' Entire
@ Enter initial number of 6. Initial Humber: ¢ Initial Period: [Montrs =] Threshold: Period
(:I Days
@ Select an initial period of (s @I comoer C e ’ )
MOﬂthS (DayS, Weeks, MOnthS, Retraining Assignments:
Quarters, or Years). Retraining Number: [T RetrainingPeriod:  [Days 7]
Do not enter retaining Retranne et Caendar © et
assignments. e, A [ocTovz008 @
Effective Date: —
@ Enter a basis date of B focrararno @
10/01/2009. Assignment Type: | REQ (Required) | @
@ Enter an effective date.
@ select an assignment type.
€| select Apply Changes.
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Select the expand icon (&)
next to each item to review
assignment details.

Entity ID
ONLINE EHS-121 (Rev 1 - May/14/2003 12:00 AM
AmericalNew York)
COURSE EHS5-101 (Rev 1.2 - May/14/2003 12:00 AM
America/New York)
COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM
America/MNew York)
B COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AM
AmericalHew York)
@ Initial Assignments:

& Months - Calendar

Retraining Assignments: NSA
Effective Date: Qct/27/2010 Assignment Type:
Basis Date: Oct/1/200%

COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM
America/MNew York)

COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AM
AmericalHew York)

Title Order Select
Respiratory Protection Edit = m
Emergency Planning =1~ -
Emergency Response =~ r
Fitness for Duty =1~ -
Threshold: MNiA
REQ {Required)
First Responder =~ r
Fire Safety Edit el -

Task C.

Configure Item Periods: Retraining Basis - Event

Retraining basis event uses the Learning History completion date to determine the next required by

date (retaining assignment).

Example: A user is assigned an item with an initial assignment of 30 days, initial basis - event, and an
assignment date of 10/16/2010. This item requires retraining every 90 days, retraining basis - event.

Plateau Learning calculates an initial required by date of 11/16/2010. (It completes the current day
period 10/16, then counts 30 days.) If the user completes the item on 11/01/2010 (this date is recorded
in Learning History), then it will be due again 90 days from date of initial completion, 01/30/2011.

Navigate to Learning >
Curricula.

Enter criteria to find the
curriculum in which to edit
item periods.

Select Search.

@ us mw-:qu-w.rw-
@ Learninglink T e — on

@8 @
:

o+
a

Compensation

a o

Home Users Performance Learning Content Commerce

Search: | Enter Keywords or Command

Curricula

[tems Search

Scheduled Offerings Enter a value for each fiekd that you want to use 1o fiter your

or remave search critena to further refine your search,

Classes

Case sensitive search: Yes @ No

Group Instances Search All Locales: Yes @ No

Curriculum ID: Starts With

Catalogs

Curriculum Title: Starts With

Curricula )
Add/Remove Criteria ©

Requirements

0B
System Admin References  Reports
Search  AddNew | @)
Saved Searches &

search. Some fiekis alow you to select from a list of values. You can also add

T g

Oz

In the search results list,
select the edit icon (¥) to
select the curriculum.

Field Chooser G)

Curriculum 1D «

eCurr' culum Title

Download Search Results 2

EHS-100 2 &

First Responder
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Select the Content tab.

Select Item from the Add
Content to the Curriculum
section.

Contents Q

Curricula

= Search » Search Results > Edit Contents

Curriculum ID: EHS-100

- Title: First Responder
summary
Assignment Profiles Edit the Curriculum

Add Content to the Curriculum

& item G

(o] Requirement

Catalogs

Type
Custom Fields
" Subcurriculum

Enter ltem 1D or add one or more from list

Search | AddNew (@)

6 SeIeCt the Edlt Ilnk next to Update Content for the Curriculum
an item in the list.
Select All J Deselect Al
Display
Entity ID Title Order Select
OMNLIME EHS-121 {Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit = |
AmericalMew York)
COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AWM Emergency Planning Ecic bl A Il
AmericalMew York)
COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response e Ecic bl A |
AmericalMew York)
COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AM Fitness for Duty eie EE -
AmericalMew York)
COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM First Responder eaie = -
AmericalMew York)
COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AW Fire Safety Ecit b Il
AmericalMew York)
Retralnlng ASSIgnmentS Edit the Items for the Curriculum 13

Configuration

Select the retraining basis
as Event.

Enter a retraining number
of 90.

Select a retraining period

of Days (Days, Weeks, Months,
Quarters, or Years).

Enter an effective date.
Select an assignment type.
Select Apply Changes.

Repeat steps 7-12 for each
item in the curriculum.

= Required if gither Initial Basis or Retraining Basis is calendar based.

Initial Assignments:

Initial Number:

—

Initial Basis: " Calendar * Event

Initial Period:

I Days 7 l

“AoplyCranges | Reset |

© Entire
Threshold: Period

® I Days

ﬁletraim’ng Assignments: W
Retraining Mumber:
raining Humber: - og Retraining Period: [pars =]
Retraining Basis: " Calendar ™ Event @ @ )

Basis Date:

.TI IJaI'I."1F'2E'E'5
.TI IOCT.I'ZS.-'ZE-1 0 m

| REQ (Required)

Effective Date:

Assignment Type:

®

-10 -
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Select the expand icon (&)
next to each item to review
assignment details.

T A W

Display
Entity ID Title Order Select
OMNLINE EHS-121 (Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit =
AmericalNew Yark)
COURSE EHS-101 (Rewv 1.2 - May/14/ 2003 12:00 AM Emergency Planning o bl |l
AmericalMNew York)
= COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response Edit |l hd |

@Americ a/MNew York)

Initial Assignments: 30 Days - Event Threshold: M/A
Retraining Assignments: 50 Days - Event
Oct/28/2010 Assignment Type:

Jan/1/2005

Effective Date: REQ (Required)

Basis Date:

Example: Using the same assignment date of 10/16/2010 with an initial assignment of 30 days, but
instead of a 90 day retraining period it is a 3-month period, Plateau Learning generates an initial
required by date of 11/16/2010. If the user completes the item on 11/01/2010 (this date is recorded in
Learning History), then it will be due again on 02/28/2011. The system completes the current month
period, November, then counts three full months.

Retraining Assignments
Configuration

Select the retraining basis
as Event.

Enter a retraining number
of 3.

Select a retraining period

of Months (Days, Weeks,
Months, Quarters, or Years).

Enter an effective date.
Select an assignment type.
Select Apply Changes.

Edit the Items for the Curriculum

20
e =

= Required if either Initial Basis or Retraining Basis is calendar based.

Initial Assignments:

© Entire
Initial Humber: .
it Humber |3E- Initial Period: IDa‘,rs ‘l Threshold: Period
(:I Days

Initial Basis: o Calacdac (8 coant

(Retraining Assignments:
Retraining Number:
£ 3 Retraining Period: I Months ‘l@

Retraining Basis:

" Calendar @ Event @

Basis Date:

[ [1ans 172008
[ [ocvzerzoto @

| REQ (Required)

Effective Date:

- @®

Assignment Type:

00600 © 0 6

Select the expand icon (&)
next to each item to review
assignment details.

Update Content for the Curriculum

Entity ID Title

OMNLIME EHS-121 {Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit = |
AmericalMew York)

COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AWM Emergency Planning [ -1~ Il
AmericalMew York)

= COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM Emergency Response Ecic bl A |

@ America/New York)

Initial Assignments: 30 Days - Event Threshold: MiA

Retraining Assignments: 3 Months - Event
Effective Date: Oct/28/2010 Assignment Type:
Jan/1/2005

REQ (Required)

Basis Date:

-11 -
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Example: Using the same assignment date of 10/16/2010 with an initial assignment of 30 days, but
instead of a 3-month retraining period it is a 1 year period, Plateau Learning generates an initial
required by date of 11/16/2010. If the user completes the item on 11/01/2010 (this date is recorded in
Learning History), then it will be due again on 12/31/2011. The system completes the current year

period, 2010, then counts 1 year.

Retraining Assignments Edit the Items for the Curriculum
Configuration
R . = Required if either Initial Basis or Retraining Basis is calendar based.
@ Select the retraining basis —
as Event. © Entire
.. Initial Number: |3E- Initial Period: IDa‘,rs 'I Threshold: Period
D | enter a retraining number e ous
Of 1. Initial Basis: " Calendar @ Event
Retraining Assignments: Y
@ Se|eCt a retraining peI’IOd Retraining Kumber: |1 Retraining Period: |\r’ears 'I@
of Years (Days, Weeks, Months, Retraining Basis: € Calendar & Event @
Quarters, or Years). SIS T T [Janv72008 7
@ | Enter an effective date. e, EBfocTznas (75
. Assignment Type: I REC (Required) j
@ Select an assignment type. [26)
@ Select Apply Changes.
@ SeleCt the eXpand iC0n () Update Content for the Curriculum
next to each item to review
assignment details.
Entity ID Title g;_;l;ra\f Select
OMNLIME EHS-121 {Rev 1 - May/14/2003 12:00 AM Respiratory Protection Edit = |
AmericalMew York)
= COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AM Emergency Planning Ecic bl A Il
@Americamew‘mrk]
Initial Assignments: 30 Days - Event Threshold: MiA
Retraining Assignments: 1 Years - Event
Effective Date: Qct/27/2010 Assignment Type: REQ {Required)
Basis Date: Jan/1/2005
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Task D. Configure Item Periods: Retraining Basis - Calendar

Retraining basis calendar, for retraining periods, allows admins to create different intervals using the
basis date. This prompts the system to start its date calculations from that basis date instead of

January 1st. This can be useful for training that is due at the end of a fiscal year. If an administrator uses
retraining basis - calendar, they can set fixed retraining intervals for all users regardless of what date the
curriculum (item) is assigned. An admin specifies the start of the calendar basis date in the item details.
In the following grid, the basis date is 10/01/2010 and has calendar basis period of 30 days. Therefore,
Plateau Learning creates intervals starting on 10/01/2010, each running for 30 days.

Example: If a user completes the item on 10/15/2010 with a retraining assignment of 30 days using the
below retraining basis - calendar. Plateau Learning generates a new required by date of 11/30/2010. It
completes the current calendar period, Interval 1, and then looks for the end of the next interval.

Interval 1 10/01/2010 — 10/30/2010

Interval 2 10/31/2010 — 11/30/2010

Interval 4 12/31/2010 — 1/30/2011

Interval 3 { 12/01/2010 — 12/30/2010

; . i s
0 NaVIgate to Learnlng > ‘\)leorningunk Home My Employees Organization Admi
Curricula. =0 : = B 0O
ome s ce Learning [Tt T : —
0 Enter criteria to find the Seatc | vt epvorcs r arren o)
curriculum in which to edit :
. . Curricula
item periods. = »
e Select Search . Scheduled Offerings Spt:::a:j\::;(:crhazif;ﬁ;r;ua;gz:;:;;t:otsres;v:zsr/oursmn:n Some fisids akow you to select from  fist of values. You can alss a
Classes v .
Group Instances Yes © N
Catalogs = T E
Saricul Add/Remove Criteria ©
— (3 wonfseer o]
Q In the Search results I iSt , Field Chooser & Download Search Results 2%
SeIeCt the edit iCOﬂ ( J) tO Curriculum 1D = Curriculum Title
select the curriculum. | EHS-101 Q& | First Aid and CPR
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Select the Content tab.

Select Item from the Add
Content to the Curriculum
section.

Curricula
> Search » Search Results = Edit Contents

Curriculum ID: EHS-101

- Title: First Aid and CPR
summary

Assignment Profiles Edit the Curriculum

Catalogs Add Content to the Curriculum

Contents g

Custom Fields

* ltem

 Requirement

Type

© subcurriculum

Enter ltem ID or add one or more from list

D

Search | AddNew | (@)

Select the Edit link next to
an item in the list.

Update Content for the Curriculum

Quarters, or Years).

Enter a basis date of
10/01/2010.

Enter an effective date
(equivalent to a grace
period) of today’s date, or
any date in the past.

Select an assignment type.

Select Apply Changes.

(Repeat steps 7-13 for each
item in the curriculum.)

Entity ID Title
COURSE EHS-116 (Rev 1 - May/14/2003 12:00 AM Medical Services & First Aid Edit = r
AmericalMew York)
COURSE EHS-113 (Rev 3 - May/14/2003 12:00 AM Initial CPR Training eie EE -
AmericalMew York)
COURSE EHS-100 (Rev 4 - May/14/2003 12:00 AM CPR Recertification T~ | |
AmericalMew York)
Retralnlng ASSIgnmentS Edit the Items for the Curriculum @
nfiguration TT—
Configuratio o e o)
Select the retraining basis = Required if either Initial Basis or Retraining Basis is calendar based.
aS Calendar_ Initial Assignments:
© Entire
Enter a retraining number Iritial Number: £ Initial Period: [oays = Threshold: Period
of 30 o
) Initial Basis: " Calendar % Event
Select a retraining period | | Assemers )
) | Retrai Period: ID‘ 2
of Days (Days, Weeks, Months, e - = €D

30
¥ Calendar ' Event

[ [ocTrowz010 m
(™ [ocTrzerzot @

| REQ (Required)

Retraining Basis:

Basis Date:

Effective Date:

A(sign ment Type:

®

J

Note: For more information on initial assignments, retraining
assignments, effective dates, assignment type, and sequence number
click the Help link at the top of the page.
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Select the expand icon (&)
next to each item to review
assignment details.

Update Content for the Curriculum
Display
Entity ID Title Order Select
£l COURSE EHS-116 (Rev 1 - May/14/2003 12:00 AM Medical Services & First Aid Edit ~| r
rica/Mew York)
Initial Assignments: 30 Days - Event Threshold: MiA
Retraining Assignments: 30 Days - Calendar
Effective Date: Oct/28/2010 Assignment Type: REQ {Required)
Basis Date: Oct/1/2010
COURSE EHS-113 (Rev 3 - May/14/2003 12:00 AM Initial CPR Training o Il i Il
AmericalNew York)

Example: If a user completes the item on 10/15/2010 with a retraining assignment of 1 month using the
below retraining basis - calendar, Plateau Learning generates a new required by date of 11/30/2010. It
completes the current calendar period, Interval 1, and then looks for the end of the next interval.

Interval 1

October 2010

Interval 2

Interval 3

Interval 4

-

November 2010

December 2010

Retraining Assignments
Configuration

Select the retraining basis
as Calendar.

Enter a retraining number
of 1.

Select a retraining period

of Months (Days, Weeks,
Months, Quarters, or Years).

Enter a basis date of
10/01/2010.

Enter an effective date.
Select an assignment type.

099 6 9 0 8

Select Apply Changes.

Edit the Items for the Curriculum @
I — ] pe—
e ]
= Required if either Initial Basis or Retraining Basis is calendar based.
Initial Assignments:
 Entire
Initial Humber: .
nitial Humber: |3E- Initial Period: Days VI Threshold: Period
[ Days
Initial Basis: " Calendar % Event
(ﬂrm ning Assignments: \
Retraining Humber:
raining fumber |1 Retraining Period: 'l @
Retraining Basis: * Calendar {7 Event
EBasis Date:
™ [ocyrrzoto @
Effective Date:
™ [oczarzoto @
@gnment Type: [ReQ (Requirea) B @ j
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Select the expand icon (&)
next to each item to review
assignment details.

Update Content for the Curriculum

Entity ID
Bl COURSE EHS-116 (Rev 1 - May/14/2003 12:00 AM

@ America/New York)

Initial Assignments: 30 Days - Event Threshold: M/A
Retraining Assignments: 1 Months - Calendar
Effective Date: Oct/28/2010 Assignment Type: REQ (Required)
Basis Date: Oct/1/2010
COURSE EHS-113 (Rev 3 - May/14/2003 12:00 AM Initial CPR Training et = -

AmericalMew York)

Select AL/ Des:

Display
Title Order

Medical Services & First Aid Edit = i

Select

Example: If a user completes the item on 10/15/2010 with a retraining assignment of 6 months using
the below retraining basis - calendar, Plateau Learning generates a new required by date of
09/30/2011. It completes the current calendar period, Interval 1, and then looks for the end of the next

Select an assignment type.

interval.
October 2010 | November 2010 | December 2010
Interval 1
January 2011 | February 2011 March 2011
April 2011 May 2011 June 2011
Interval 2
July 2011 August 2011 September 2011
Retrf:lining _ASSignmentS Edit the Items for the Curriculum @
Configuration
@ Select the retraining baSiS = Required if either Initial Basis or Retraining Basis is calendar based.
a.S Calendar. Initial Assignments:
© Entire
@ Enter a retraining number Initial Number: 5 mwaperon: [oas =]  Thresnole: period
Of 6. GI Days
Initial Basis: ' Calendar & Event
@ Select a retraining period ﬁmmngésagnmentf ™~
of Months (Days, Weeks, Reting mbers e vaingperios:  [weom =] Q)
Months, Quarters, or Years). Revainng sass: (@YY casner C cuer
@)  Enter a basis date of 8 foerrraot (27]
10/01/2010. btk | r— @
@ | Enter an effective date. Kgementipe: e e 20 -

Select Apply Changes.
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@ Select the expand icon () Update Content for the Curriculum

next to each item to review remoe B e
assignment details. Select Al / Deselect A1
Display
Entity ID Title Order Select
E COURSE EHS-116 (Rev 1 - May/14/2003 12:00 AM Medical Services & First Aid Edit = |
@Americamew York)
Initial Assignments: 30 Days - Event Threshold: M/A
Retraining Assignments: & Months - Calendar
Effective Date: Oct/28/2010 Assignment Type: REQ {Required)
Basis Date: Oct/1/2010
COURSE EHS-113 (Rev 3 - May/14/2003 12:00 AM Initial CPR Training et EHE -

Americal/New York)
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Notes
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