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Job Aid: Revise Items Course: Learning Needs Management

Topic Lab: Revise an Item

Prerequisite Courses
. Introduction to LearningLink Learning Administration

« Learning Needs Management

Description

The purpose of this job aid is to guide administrators through the step-by-step process of revising an
item.

Tasks

A. Use the Item Revision Assistant to Revise an Existing Item
B. Determine the Desired Effects of Item Revision and the Impact on Users

Task A. Use the Item Revision Assistant to Revise an Existing Item

Verify the Admin tab is
selected.

Home Users Performance  Compensation QEIWNITY Content Commerce  System Admin

Search: | Enter Keyvwords or Command Go »

@  \avigate to Learning > e

Items
ltems. e
Scheduled Offerings sl
@  Etnter criteria to search for , e s e et et ot s, S ey o
. . Classes values. You can also add or remove search criteria to further refine your search
the item you wish to
. Group Instances
revise. Case sensitive search: € Yes & No e
e S lect S h Catalogs Search All Locales: € Yes & o
elec earcn. Sucdia Item Types: [ starts witn =l v
Item ID: [seswin =] |
Requirements
Revision Date: i
(MM/DD/TYYY) ) 9
CQuestionnaire Surveys
Revision Number: lstarl: With ﬂ ]
Communities Item Title: |5mn5 With j J
e Kem Sahus, @ Actve C NotActve C Both
Item Classification: [Starts witn = =
Tasks Ontine Settings: ™ Has oniine content
] Tools Add/Remove Criteria ©
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@ | Access the item you wish to

. . . Field Chooser © Download Search Results 5
revise by selecting the edit
icon () ‘“ﬂw"dsw P#IZE 'IFlge:! 2| 3 <Previous Next» (56 total records) page |1 of 2. S
) Item ﬁT\Ue

ONLINE EHS-301 (Rev 4/7/2006 04:25 I;JI (& JEmergen:y Driving
PM America/New York)

ONLINE EHS-300 (Rev 4/7/2006 04:25 | [« | Emergency Driving
PM America/New York)

COURSE EHS-102 (Rev 1.2 - 5/14/2003 |21 ] | Emergency Response
12:00 AM America/New York)

COURSE EHS-103 (Rev 1 - 5/14/2003 [ [£ | Environmental - GET
12:00 AM America/New York)

COURSE EHS-104 (Rev 1 - 5/14/2003 |-\ [<] | Fire Extinguisher
12:00 AM America/New York)

@ | sclect Revise on the — Search | AddNew | @
Summary tab page.

> Search > Search Results > Edit Summary

Item Type: ONLINE —
Item ID: EHS-300
Revision Date: 4/7/2006 04:25 PM America/New York
Revision Number:

Item Title: Emergency Driving

Edit the Item
Sections that cannot be edited are not accessible. Access all sections in view mode.

e o e

Step 1: Item Revision of
the Item Revision Assistant Items Search @
wizard displays.

> Search > Search Results > Edit Summary > Revise > Step 1

@ Enter a new revision date

and timestamp. Step 1: Item Revision
a Ed It the reViSion num ber Piease enter the new revision number and date for this item. You may also change the title of the new revision.

and item title, if * New Revision Date: ¢ [10202010

necessary. - e

* Time: |2soo PM
@ Select Next. S
Time Zone: |Fmenca’NewYork (Eastern Standard Time) |

Revision Number: 1.5 a
Title: IEmergency Driving @
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Step 2: Item Revision of
the Item Revision Assistant

Wizal’d dlSpIayS Do you wish to copy the substitute relationships for this item to the new revision? [~ Yes

Step 2: Item Revision

. Do you wish to change all authorized instructors to the new revision? [ Yes 0
Select the appropriate

This item has online settings. Do you wish to include the online settings in the new [# Yes
checkbox(s). revision of this item?

Select NeXt - Note: The contents of the Evaluations tab will not be copied to the new revision. It is recommended that you

populate this tab prior to making this revision production ready.
m®

Note: The contents of the Evaluations tab are not copied to the new
revision. For more information on evaluations refer to the Training
Evaluations guide.

Step 3: Item Revision of

Lo ; Items Search = @
the Item Revision Assistant
leard dlSpIayS » Search > Search Results > Edit Summary > Revise > Step 3
@ Select the appropriate Step 3: Iltem Revision

radio button. @ Make this item production ready. m

Select Next. ' Do not make this item production ready.

.ﬁ -— e .

Note: A production ready item is a finished item and ready for use in
curricula or scheduled offerings.

Step 4: Item Revision of Neme Search | @
the Item Revision Assistant
Wizal’d dlSpIayS > Search > Search Results > Edit Summary > Revise > Step 4

@ Select a checkbox for Step 4: Item Revision @

production ready options.

Do you wish to inactivate previous revisions of this item? [¥ Yes

Note: If you do not make the Do you wish to update curricula potentially affected by this new item revision? |7 Yes
item production ready, Step 4

- Do you wish to update User leaming plan ig pc ially affected by this [# Yes
does not display. new item revision? -
@ SeleCt NeXt. Do you wish to change all future scheduled offerings to use/access thg ne\: ¥V Yes
revision 4

s | o | e L4
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Step 5: Item Revision of
the Item Revision Assistant
wizard displays if the item
is associated with a
curriculum.

Review period based
assignment configurations.
Make necessary edits.

Select to check the Add
the revised item to this
curriculum using the
information above
checkbox.

Select Next.

Items

Step 5: Item Revision

Curriculum 1D

EHS- (EMERGENCY DRIVING)
300

Initial Humber:
Retraining Number: Retraining Penud:i Days -l Retraining Basis: | Event -l
@ ¥ Add the revised item to this curriculum using the information above.
(Do not check the checkbox if you do not want to add the revised item to the curriculum.)

h » Search Results » Edit Summary » Revise » 5tep 5

Assignment Type

[ REQ {Required) ;]

Initial Period: ] Days - I

Initial Basis: m

e

Step 6: Item Revision of
the Item Revision Assistant
displays.

Enter a removal date for

> Search > Search Results > Edit Summary > Revise > 5t

Step 6: Item Revision

Removal Date
For Older Revision

the older version if peduiishent Desaription fdd
DE-Numltems - 3 items from 3 Items from Pool F
necessary, from a s
requirement pool. @_
@ | select Next. [ Reset | previous | west |
Final Step: Complete the Items —
Item Revision ASSiStant Search > Search Resuits > Edit Summary > Revise > Final Step

99

wizard.
Review item revision edits.

Select Run Job Now or
Schedule Job to commit
changes.

Final Step: Complete

120)

Revise Item

Item:

New Revision Date:

New Revision Number:

New Revision Title:

Copy Substitutes:

Update Authorized Instructors:

Copy Online Settings:

Make Item Production Ready:
Inactivate Previous Revisions:
Update Curricula:

Update User Learning Plans:

Offerings:

Update Future Scheduled Yes

ONLINE EHS-300 (Rev 4/7/2006 04:25 PM America/New
York)

10/20/2010 02:00 PM America/New York
1.5

Emergency Driving

No

Yes

Yes

Yes
Yes
Yes

Yes (1 curricula selected)
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Task B. Determine the Desired Effects of Item Revision and the Impact on Users

If the revised item has...

Then the effect is...

Substitutes

If the admin checks the appropriate checkbox in Step 2 of the
Revision Assistant, Plateau Learning copies the substitute items
listed under Substitute tab of the original item to the Substitute
tab of the revised item.

Instructor Authorization

If the admin checks the appropriate checkbox in Step 2 of the
Revision Assistant, authorized instructors of the original item are
authorized to teach the revised item.

Curriculum Assignment of the
Original Item

If the admin checks the appropriate checkboxes in Step 4 of the
Revision Assistant, Plateau Learning lists the revised item on the
user’s learning plan (even if there is a successful learning event
recorded for the original item). If the original item is on the
learning plan, both items displays until Plateau Learning runs the
curriculum cleanup automatic process.

Free Floating Assignment of the
Original Item

If the admin checks the appropriate checkboxes in Step 4 of the
Revision Assistant, Plateau Learning lists the revised item on the
user’s learning plan. Both items displays until Plateau Learning
runs the curriculum cleanup automatic process.

Future Scheduled Offerings of the
Original Item

If the admin checks the appropriate checkbox in Step 4 of the
Revision Assistant, Plateau Learning updates existing scheduled
offerings that have start dates in the future with the revised item.

Inactivate

If the admin checks the appropriate checkbox in Step 4 of the
Revision Assistant, Plateau Learning deactivates the original item.

Prerequisites

Prerequisites of the original item are automatically transferred to
the revised item.
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