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Job Aid: Requirements Based Curricula Course: Learning Needs Management

Topic Lab: Create a Requirement

Topic Lab: Assign Requirements to a Curriculum

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 creating new
curriculum requirements and adding the requirements to curricula.

Tasks

A. Add New Curriculum Requirements: # Hours of Specified Hour Type

B. Add New Curriculum Requirements: # Hours of Specified Hour Type from Pool of Items
C. Add New Curriculum Requirements: # Items from Pool of Items

D. Add Requirements to Curricula

E. Group Curriculum Requirements

Task A.  Add New Curriculum Requirements: # Hours of Specified Hour Type
selected. ~ P :
Home Llrs Performance  Compensation {[RLLULY Content Commerce  System Admin References  Reports
Search; | Enter Keywords or Commend Go b 9 ke
0 Navigate to Learning > _ e
. Requirements Search | Add Hew
Requirements. [ covessesrcnes @
Scheduled Offerings nter a value for each field that you want to use to fiter your search. Seme fiskds alow you to select from a fist of values. You can also &
@) sclect Add New. Bl syt i e vy o
(R Case sensitive search:  ves @ no
Group Instances Requirement Type: EE v
— 10: [starts win =l
Catalogs
- Status: & actve © Notactve ¢ Both
curriculs AddiRemove Criteria @
Requirements a E
Questionnaire Surveys
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Select the requirement
type from drop-down
menu.

Enter the new requirement

Requirements

= Add News Summary

Add New Requirement: Summary

Search  AddMew @

= Required Fields
ID and description. e [Reset | vext]
. . * Requirement Type: # Hours of specfied Hour Type j
Select a domain for this g — O
neW reqUIrement' Description: ESH Organizational Requirements
The creation date defaults * Domain 1D: Q |sol
tO tOday’S date. * Creation Date: ¥ |octz7/2010
@) Verify the Active checkbox S ¢
|S Checked Comments:
6 Select Next.
Because the requirement Requirements Search | AddNew | @
type ‘# Hours of specified
hour type’ was selected
= Required Fislds

above, you must enter the _
hour type and required N | | —

Select Hour Type and enter Reguired Hours

hours.
* Hour Type: | Total Hours =l @
@ Select the hour type from + Required Hours: CE——
drop-down menu. 0
@ Enter required hours.
@) select Add.
A new requirement has Requirements s | e @
been added.
ID: EHS-001
Requil 2 15 Total Hours
Shaaan / Description: ESH Organizational Requirements
Cenfiguration
Edit the Requirement
Curricula - s
1 e
Description: lm
* DomainD: @ fza |
+ Creation [7 W
Date:
Active: 2
Comments:
 Revt | Aoy changes | copy | oee
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Task B.  Add New Curriculum Requirements: # Hours of Specified Hour Type from Pool

of Items
Verify the Admin tab is B E D B0 B8
selected. Home Users Performance  Compensation {IBNGE® Content Commerce  System Admin
Sarch: | Enter Keywords or Command
(1 Navigate to Learning > 2]
Req u i rementS . - Requirements Search | Add New _.,,0

9 Select Add NeW- Scheduled Offerings

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

Classes

Case sensitive search: € ves & No

Group Instances Requirement Type: |5¢.~ar\swnh =l I ¥
D: [stertswin =] [

Catalogs
Status:  active © NotActive © Both

Curricula
Add/Remove Criteria ©
- e [ e
Requirements %

Questionnaire Surveys

e SeleCt the requirement Regquirements Search  AddNew @)
type from drop-down
menu.

= Add News Summary
Add New Requirement: Summary

Enter the new requirement
ID and description.

= Required Fields

SeleCt a domain fOI’ th iS * Requirement Type: # Hours of specified Hour Type from Pool of ltems
new requirement. O =
Description: EHS Organizational Requirements #2
The creation date defaults @ - o
to tOday’S date. * Creation Date: [ |Oct28/2010

Verify the Active checkbox dive: B
|S CheCked gwents:

Select Next.

Because the requirement Requirements Search  AdaNew | @
type selected was ‘# Hours

of specified hour type from

pool of items’, the next Feiredfes o i et
Step requeStS the hour Select Hour Type and enter Required Hours

type, required hours, and < Hour Type: o 1@

selected pool of items. + Required Hours: — e

© | Select hour type from
Create ltem Pool
d rOp-dOWﬂ menu - Enter Item 1D or add cne or mere from cl@
e Enter reqUired hours. COURSE =] [Frsme @ %
@ Add items to the pOOI: Item Pool for the Requirement

There are no ltems avaiable for this requirement.
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Enter exact item type and

item ID.
@ | select Add.
or

Select the add one or
more from list link to
search for and select the
items.

@ Once you have a pool of
items, select Add to add
the new requirement.

Requirements

> Add News Summary

= Required Fields

Select Hour Type and enter Required Hours

search Add Mew L2

previoss [ wa | meset

* Hour Type: | Total Hours

+ Required Hours: I

Create Item Pool
Enter ltem ID or add one or more from list

Item Type Item ID
| =l

Item Pool for the Requirement

Item Title

COURSE EHS-100 {Rev 4 - May /1472003 12:00 AM AmericasNew CPR Recertification
York)

COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AM America/Mew  Emergency Planning
ork)

COURSE EH5-102 {Rev 1.2 - May/14/2003 12:00 AM America/Mew Emergency Response
ork)

P

Select Al / Deselect Al

Classification Remove
Instructor-Led -
Instructor-Led -
Instructor-Led -

Select Al / Deselect Al

P
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A new requirement has
been added.

Requirements Search  AddNew (@)
> Search » Edit Summary

ID: EHS-002

\ quil =
Summary )
Description: EHS Organizational Requirements #2

15 Total Hours from item pool

Configuration
Edit the Requirement

Curricula = Required Fields

I e e

Description: EHS Organizationsl Requirsments #2
+ Domain ID: Q, IEHS—
* Creation [ [ocvzai2010

Date:

Active: |

Comments:

e L s | o e

Task C.  Add New Curriculum Requirements: # Items from Pool of Items

0 Navigate to Learning >
Requirements.

@ sclect Add New.

Home Users Performance Compensation

Search: | Bnter Kepwords or Command 1

Content Commerce System Admin

(=]
(E L
Learning

Requirements Search = AddNew @)

Items Search R searches &

Scheduled Offerings Enter a value for each fisld that you want to use to fiter your search. Some fiskds alow you to Select from a list of values. You can also add

or remeve search criteria to further refine your search.

sz Case sensitive search:  ves © Mo

Group Instances Requirement Type: [starts win = L 4
10 [starts witn =l

Catalogs
Status: & actve O Notsctve 0 Both

Curricula

Add/Remave Criteria ©

EXEmE

Requirements !! )

Questionnaire Surveys
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e Select the rGQUirement Requirements Search  AddMew @
type from drop-down
menu.
e . Add New Requirement: Summary
Enter the ne_W ljeqUIrement  reasired Fietee e
ID and description. [ Reset | et |
e Se|eCt a domaln fOI’ thlS eﬂ Requirement Type: # ltems from Pool of ltems j
new requirement. O =
Description: EHS Organizational Requirements #3
The creation date defaults e Domain ID: @, [eng
tO tOday’S date * Creation Date: ¥ |ocyzar010
o Verify the Active checkbox wive v @Y
IS CheCked Comments:
6 Select Next.
Because the requirement Requirements search | Add New | @
type selected was “‘# Items
from pool of items’, the
p = Required Fields @

next step requests the
required number of items
and selected pool of items.

Enter required number of
items.

Add items to the pool:

Enter exact item type and
item ID.

Select Add.
or

Select the add one or
more from list link to
search for the items.

Once you have a pool of
items, select Add to add
the new requirement.

[

* Enter the required number of ltems: |3|

Create Item Pool

Enter Item |D or add one or more from list

e
Previoss [ Iksa | meset

TR 10

=

@

Item Pool for the Requirement

item

COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AM America/New

“ork)

COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AM America/Mew

“ark)

COURSE EHS-103 (Rev 1 - May/14/2003 12:00 AM AmericalNew

York)

e

Select AL S Deselect ALl

Title Classification Remove
Emergency Planning Instructor-Led r
Emergency Response  Instructor-Led -
Environmental - GET  Instructor-Led r

Select AL/ Deselect Al

Apply changes | Reset |
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A new requirement has
been added.

Summary Y

Configuration

Curricula

Reguirements Search | AddNew @

» Search » Edit Summary
ID: EHS-002
Requirement: 3 items from item pool

Description: EHS Organizational Requirements #3

Edit the Requirement

= Required Fields

I e s

Description:

[EHS Organizatonal Requrements 23
+ Domain ID: @, [Ens
* Creation [ [ocvzarzono

Date:

Active: I

Comments:

I e e

Task D. Add Requirements to Curricula

Navigate to Learning >
Curricula.

Enter search criteria to find
curriculum.

Select Search.

Content

-

Home  Users  Performance  Compensation TIPS Commerce  System Admin

search: | Enter Keywords or Command

©

References

Reports

Curricula
Items

Search

Scheduled Offerings
or remove search crtena to further refine your search

Enter a value for each fiekd that you want to use 1o fiter your search. Some fiekds allow you to select from a ist of values. You can aiso add

Search | AddNew | @

ches @

Sar

Classes
Case sensitive search: © Yes @ nNo
Group Instances Search All Locales: O ves & no
Curriculum ID: [starts wan = [endl
Catalogs
€ Curriculum Title: [starts witn =

Curricula !!

Requirements

Add/Remove Criteria ©

Questionnaire Surveys

Communities

ED I

Select the edit icon (1))
for the curriculum you wish
to select.

Field Chooser G)

‘ Records per Page | 25 7| (10 total records)

Curriculum 1D « Curriculum Title

Download Search Results 2

EHS-001 ! [<] | EHS First Aid and CPR
EHS-100 2\ [ | First Respander
EHS-101 | [ | First Aid and CPR
EHS-102 Ol & | cPr

EHS-103 a - | |Fietd Operations Safety
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Select the Contents tab.

Select Requirement from
the Add Content to the
Curriculum section.

Curricula

Search | AddNew | (@
= Search > Search Results > Edit Contents

Curriculum ID: EHS-103

Title: Field Operations Safety
Summary
Assignment Profiles Edit the Curriculum

Add Content to the Curriculum

Catalogs

© ltem Enter Requirement ID or add one or more from list
Contents G

Lo

Reguirement ID:
Custom Fields Ial
Subcurriculum ﬁ

Documents

Update Content for the Curriculum

Job Pesitions

Add one requirement to
this curriculum:

Enter the exact
requirement ID.

Select Add.
or

Select the add one or
more from list link to
search for and add
requirement.

Add Content to the Curriculum

Enter Requirement ID or add one or more from list

(7] 8

' Subcurriculum [ Add |

 ltem

o .
FETITERE Requirement ID: |[EHS-001

@ select the expand icon (&)
to view assignment details.

@ sciect the edit link to
update assignment
information (i.e., initial
and retraining details).

&t EHS5-001 - 15 Total Hours ESH Organizational Edit el -

Requirements

Task E.

Group Curriculum Requirements

Navigate to Learning >
Curricula.

Enter search criteria to find
curriculum.

Curricula

Items Search » Search Results savedsearches &

Scheduled Offerings Enter a value for each field that you want to use to fiter your search. Some fiekds allow you to select from a st of values. You can also add

or remove search criteria to further refine your search.

Classas

Case sensitive search: © ves & o
e Group Instances Search All Locales: © Yes & No
SeleCt SearCh . ) Curriculum ID: [Exact =] [ens-103 @
alaloes Curriculum Title: [Bact =
Requirements @ﬁ
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Select the edit icon (1)
for the curriculum you wish
to select.

Field Chooser &)

[
Curriculum 1D &

Curriculum Title

Download Search Results 28

Curriculum section.

Contents i; ' ltem

Assignment Profiles Edit the Curriculum

Catalogs Add Content to the Curriculum

{ & Requirement
Custom Fields
" subcurriculum

| EHS-103 Q= | Field Operations Safety
© | sclect the Contents tab. Curricula e Msten @
e SeIeCt Requ i rement from = Search = Search Results = Edit Contents
the Add Content tO the Curriculum ID: EHS-103
eime Title: Field Operations Safety

Enter Requirement ID or add one or more from list

Requirement ID:

Add more than one
requirement to curriculum:

Enter the exact
requirement ID.

Select Add.
or

Select the add one or
more from list link to
search for requirements.

Edit the Curriculum
Add Content to the Curriculum

' ltem

& .
REETE Requirement ID: |[EHS-103

© Subcurriculum

Enter Requirement ID or add one

or more from list

Select at least two
requirements by checking
the corresponding Select
checkboxes to group
requirements.

Select Group
Requirements.

Update Content for the Curriculum

Entity 1D
COURSE EHS-151 (Rev 1 - May/14/2003 12:00 AM
America/New York)

COURSE EHS-124 (Rev 1.2 - May/14/2003 12:00 AM
America/MNew York)

VIDEO EHS-123 (Rev 1 - May/14/2003 12:00 AM
AmericasNew York)

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

COURSE EHS-150 (Rev 1 - May/14/2003 12:00 AM
AmericalMNew York)

COURSE EHS-148 (Rev 1 - May/14/2003 12:00 AM
AmericasNew York)

COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AM
America/Mew York)

EHS-001 - 15 Total Hours

EHS-103 - 15 Total Hours

e
Select All / Desslect All
Display
Title Order Select
Core Fire Protection Edit [~ -
Refresher
Safety and Emergency =1~ -
Preparedness
Safe Work Practices Ecic Il hd -
Fire Safety =1~ [}
Core Fire Protection Basics =~ I
Alarm Systems =1~ r
Fitness for Duty Ecit bl bd -
ESH Organizational =1~ W @
Requirements
= | =2
Select All / Deselect All
omove J crou tequrenens.
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Edit requirements group
details:

Enter group description.
Edit initial assignment

(17
@®
details.
@
(15

Edit retraining assignment
details.

Select Create Group.

Create Requirements Group

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

Create Group ﬁ

gEHS General Reguirements

|3E- Initial Period:

Threshold:

Group Description:

Initial Assignments:
Initial Mumber:
Initial Basis: " Calendar
& Event

Retraining Assignments: @

Retraining Number:

365 Retraining Period:

Retraining Basis: ™ Calendar ™ Event

(23 [san172007
[ [ocTrzarzon0

EBasis Date:

Effective Date:

Days 'l
7 Entire Period

@ I Days
Days 'l

Create Group ﬁ

Review requirement group
details.

America/New Yark)

\Contents— COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AW

America/New Yark)

Custom Fields &+ O Requirement Group

Documents Initial Assignments: 30 Days - Event

Retraining Assignments: 365 Days - Event
Effective Date: Oct/28/2010
Basis Date: Jan/1/2007

Job Positions

EHS-103 - 15 Total Hours.

EHZ-001 - 15 Total Hours

Thresheld: N/A

—OR-

ESH Organizational Requirements

Fitness for Duty eoir EE r

EHS General Requirements e = [

Remove

Notes
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