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Job Aid: Resource Management Course: Scheduling Management 
Lab 12: Create and Authorize an Instructor 

Lab 13: Add Equipment 

Lab 14: Add Material 

Lab 15: Create a Facility 

Lab 16: Create a Location 

Prerequisite Courses 

• Introduction to Plateau Learning Administration 

• Learning Needs Management 

• Scheduling Management 

Description 

The purpose of this job aid is to guide administrators through the step-by-step process of creating 
resource-related records in Plateau Learning. 

Tasks 

A. Add Instructor 
B. Add Equipment 
C. Add Materials 
D. Add Facility 
E. Add Location 
F. Add Region 
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Task A. Add Instructors 

 Note: Verify the Admin tab is 
selected. 

Navigate to Learning > 
Instructors. 

Select the Add New link. 

 

 Enter an instructor ID. 

Enter the instructor’s first 
and last name, and middle 
initial. 

Enter the company the 
instructor works for, if 
applicable. 

Select the select icon ( ) 
to choose a domain. 

Select the select icon ( ) 
to choose an organization. 

Select a time zone from 
the drop-down menu. 

Enter contact email. 

Ensure the Active check 
box is selected. 

Select Related User, if 
applicable. 

Select Add. 
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 The new instructor is 
successfully added. 

 

 

 

Task B. Add Equipment 

 Select the References 
button on the button bar. 

Navigate to Physical 
Resources > Equipment.  

Select the Add New link. 
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 Enter equipment ID. 

Enter a description for the 
equipment. 

Select the select icon to 
choose a domain. 

Enter the equipment’s 
serial number. 

Select equipment type 
from drop-down menu. 

Select equipment status 
from drop-down menu. 

Select assigned location 
from drop-down menu. 

Select facility from drop-
down menu. 

Enter contact email. 

Add comments, if 
necessary. 

Select Add.  

 The new equipment is 
successfully added. 
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Task C. Add Materials 

 Select the References 
button on the button bar. 

Navigate to Physical 
Resources > Materials.  

Select the Add New link. 

 

 Enter material ID. 

Enter a description for the 
equipment. 

Select a domain. 

Enter the material’s 
revision number. 

Enter comments, if 
necessary. 

Select Add. 
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 The new material is 
successfully added. 

 

 

 

Task D. Add Facility 

 Select the References 
button on the button bar. 

Navigate to Physical 
Resources > Facilities.  

Select the Add New link. 
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 Enter facility ID. 

Enter the facility 
description. 

Select a domain. 

Select a region to which 
the facility belongs. 

Select a holiday profile. 

Select a time zone. 

Select a work week. 

If this facility is an external 
facility, ensure the 
checkbox is selected. 

Enter any comments. 

Select Add. 

 

 The new facility is 
successfully added. 
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Task E. Add Location 

 Select the References 
button on the button bar. 

Navigate to Physical 
Resources > Locations.  

Select the Add New link. 

 

 Enter a location ID. 

Enter a description for the 
location. 

Select a domain. 

Select the location type 
from the drop-down menu. 

Select the facility to which 
the location is associated. 

Enter the maximum 
capacity for the location. 

Enter contact name and 
email for the location. 

Enter any comments. 

Select Add. 
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The new location is 
successfully added. 

 

 

 

Task F. Add Region 

 Navigate to Users > 
Regions. 

Select the Add New link. 

 

 Enter a Region ID. 

Enter a description for the 
region. 

Select Add. 
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 The new region record has 
been created. 

Select the Facilities tab to 
associate a facility with this 
region. 

Enter a Facility ID. 

Select Add. 

or 

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



 Select the Instructors tab 
to associate an instructor 
with this region. 

Enter an Instructor ID. 

Select Add. 

or 

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