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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

Add Instructor
Add Equipment
Add Materials
Add Facility
Add Location
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.

s S CHBATMINT OF LABOR

@learningunk
M| /8

Home Users Performance

Compensation

Learning

Content

-

Commerce

System Admin

Search: I Enter Keyvwards or Command

Items

Scheduled Offerings

Classes

Group Instances

Catalogs

Curricula

Reguirements

Queastionnaire Surveys

Communities

Instructors

Instructors

Search

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

Case sensitive search:

Instructor 1D:

Last Name:

First Hame:

HMiddle Initial:

Items:

Search = Add New (*]]

saved searches ©

" ves & No
[ starts witn =l
| starts with =l
[starts witn =l
[starts witn =l
[exset =] Tvpei] =l v
o[

Add/Remave Criteria ©

EDEzIEs

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 (O*)
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.

Instructors

» Add Mew

Add New Instructor

= Required Fields

* Instructor ID:

IABG LASSER e

Last Name: IGlass&r

Company: |

* Domain: Q, |p|_|5|_|c

Organization: Q, |K50

Search  Add New &)

e

O [

Time Zone:

IAmeric:a.-'NewYark (Eastern Standard Time)

Email Address:

Comments:

Active:

Iﬁg lasser@plateau.com

10,

Related User: @, IABGL,CGSEF{ m
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The new instructor is Instructors Search Addtew | @
successfully added. < Semrch » it Sumnary

Summary | Instructor ID: ABGLASSER

Name: Glasser, Abigail
Additional Costs

Edit the Instructor
Authorized to Teach

* = Reguired Fields
Base Cost

e e

Custom Fields

Last: IGlasser—
Item Costs First: Ip,mgau—
Proctor Status i I—
Company: I
+ Domain: Q, W
Scheduling Organization: Q, IKSD—

Regions

Shipping Info Time Zone: | Americaiew York (Easter Standard Time) |
Email Address: |gg|asser@p|atﬂu om
VLS Settings
Comments:
Active: ~

Related User: @, [agGLassER

Task B. Add Equipment

0 Select the References | 0
button on the button bar. Admin

o @B @ 88 0 Q8 N B

N aVi g ate tO P hys i Cal Home Users Performance Compensation Learning Content Commerce System Admin References Reports
Resources > Equipment.

® | sclect the Add New link.

Search; [ Enter Keywords or Command

[# Calendars & Time Equipment Search | AddNew | @

Searches 0

Search

[#] Commerce

Enter a value for each field that you want to use to filter your search. Some fiekds allow you to select from a list of

[] Geography wvalues. You can also add or remove search critena to further refine your search.
= Learning Case sensitive search: 0 ves @ o
Equipment ID: I Starts With j I

[# Performance

[=] Physical Resources 3
Add/Remove Criteria ©

Description: Istarls With ﬂ I

Location Types
Materials




LS. DEPARTMENT OF LABOR

LearningLink

LearningLink
Administrator Job Aid
Resource Management

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.

Equipment

= Add New

Add New Equipment

= Reguired Fields

* Equipment ID:  [TRI-001A Q

Search  Add New &)

14

=

Description: ITriDorder Overhead

* Domain: G, |PUBLIC

Select equipment status Serial Number: 12553974
from drop-down menu. )
Equipment Type: ID‘\.’EF{ {COverhead Projector) j 8
Select assigned location Equipment Status:  [INSVC (in servies = @
from drop-down menu.
. Assigned Location: [ CLASS-NY-1 (New York Ciassroem 01) Rl 10
Select facility from drop- N
down menu. Facility: INY [New York Office) j 11
. Contact:
Enter contact email. ontact: | (12
. Comments:
Add comments, if (13
necessary. ﬁﬁ
Select Add.
The new equipment is Equipment Search  AddNew @
successfully added.
= Search = Edit Summary

Equipment ID: TRI-001A

Description: Tricorder Overhead

Offerings Base Cost Additional Costs
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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.

Admin

8 8 A 880 a6

w
Home Users Performance Compensation Learning Content Commerce System Admin References Reports

Search: I Enter Keywords or Command

i i Search Add Mew >
[# Calendars & Time Materials ¢

Search Saved Searches
[# Commerce ar = arches &

Enter a value for each field that you want to use te filter your search. Some fields allow you to select from a list of

walues. You can also add or remove search criteria to further refine your searc
[z Geography lues. iso add h criteria to further refi h
@Leammg Case sensitive search:  ves ™ No

Material ID: [ stars witn =
[#] Performance .

Description: |5L~1rt5Wlth j I

[=] Physical Resources >

Add/Remove Criteria G)
Custom Resources w m @
Equipment
Equipment Status
Equipment Types

Facilities

Location Types

Materials

Enter material ID.

Enter a description for the
equipment.

Select a domain.

Enter the material’s
revision number.

Enter comments, if
necessary.

Select Add.

Search  AddMNew &

Add New Material

* = Required Fields

9
B

* Material ID:

|TRI-001A Manual

Description: ITrioorder Manual

Q IPUELIC 6
[ 7]

* Domain:

Revision Number: IF{&\J. 103

Comments:
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The new material is
successfully added.

Materials

= Search = Edit Summary

Material ID: TRI-001A Manual

Description: Tricorder Manual

Search | Add New | &)

Inventory I Base Cost I Additional Costs]

Pricing

Task D. Add Facility

Select the References
button on the button bar.

Navigate to Physical
Resources > Facilities.

Select the Add New link.

28 8 8 880 8

Home Users Performance Compensation Learning Content Commerce

System Admin

Reports

Search: [ Enter Kevwords or Command

[oo)

% Calendars & Time Facilities

Search
[#] Commerce

[%] Geography

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

Search Mdg *)

Saved Searches &

[ Learning Case sensitive search:  ves ™ g
Facility ID: [starts witn =l
[ Performance
Description: [starts witn =l

[=] Physical Resources

Custom Resources

Add/Remove Criteria ﬁ)

Equipment
Equipment Status

Location Types
Materials

[even e s ]|
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Enter facility ID.

Enter the facility
description.

Facilities

= Add New

Search  Add Hew &

successfully added.

= 5earch = Search R

Facility 1D:

Description:

esults » Edit Summary

ATL

Aflanta Office

Contact Locations Equipment

. Add New Facili
©®  sclect a domain. ew Facility
@ | sclect a region to which " feaureg P %
the facility belongs. [ Reset |
©® | select a holiday profile. * Facility ID: [art (4 ]
©  sclect a time zone. * Description:  [atanta Offce (5 |
€ select a work week. * Domain: Q, [puBLic [ 6 )
H HH H Region: -
@ If this facility is an external egion: |5 (Soutn) 7] €
facility, ensure the Holiday Profile:  [FED (US Federal Hoidays) 7 €
checkbox is selected. Time Zone: [ AmencalNew York (Easter Standard Trme) 7 €
@ Enter any comments. Work Week: INDF{M (Normal work week) j 10
@ Select Add. External Facility: r m
Comments:
The new facility is Facilities Search | Add New | (@)

Materials Base Cost
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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.

@28 B8 8 880 a8

Commerce

Home Users Performance

Admin

Compensation  Learning  Content

Reports

1

System Admin

Search: [ Enter Keywords or Command

o)

[# Calendars & Time

[# Commerce

(2] Geography

Locations

search

Search Add Hew (2]

Saved Searches 0

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

Custom Resources
Equipment
Equipment Status
Equipment Types

ns
Loc: n Types

Materials

Add/Remove Criteria 0

# Leaming Case sensitive search:  ves @ g
Location ID: [Starts witn =l
[2] Performance
Description: ISQartszth ﬂ I
[=| Physical Resources 7 Location Type: [starts witn = v

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.

Add New Location

Search  Add New &)

* = Required Fields

* Location ID:
Description:

* Domain: @,
Location Type:
Facility:

Max Capacity:
(1000)

Contact Name:
Contact Email:

Comments:

JaTLot

|iassroom 1 in the Atanta Office

|puBLIC

| cLasS (Ciassroom)

| ATL (Aianta Office)

|25

|Pat Smith

Ipsmﬂh@mmpﬂny.oﬂm
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The new location is
successfully added.

Locations

= Search = Edit Summary

Location ID: ATL-01

Description: Classroom 1 in the Atlanta Office

Egquipment Base Cost

Search | Add New | &)

Additional Costs

Task F. Add Region

Navigate to Users >
Regions.

Select the Add New link.

S DUMATILNT OF LAROR

@ LearningLink

Performance Compensation Learning Content Commerce

System Admin

Search: [ Enter Keywords or Command

[ Gor

Ty Regions
Search

Assignment Profiles

lob Positions

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.

Search | Add Hew @

saved searches &

Organizations Case sensitive search:  Yes & No
Region ID: [ starts vitn =l
Organization Groups -
Description: IStartSWi‘ll‘l j I

Regions !!

Add/Remove Criteria ©

EDEznE

Enter a description for the
region.

Select Add.

= Tools
Enter a Region ID. Regions Search  AddNew (@)

» Add Mew

Add Mew Region

= Required Fields

* Region ID: ILIS—Southeast e

Description: IAﬂanta and Jacksonville offices
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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.

Summary

Facilities Q

Instructors

Search | Add New | @&

Regions
= Search = Edit Facilities

Region ID: US-Southeast

Description: Aflanta and Jacksonville offices

Edit the Region

Add a Facility to the Region

Enter Facility ID or add one or more from list.

Facility ID: |aTL

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.

Summary

Facilities

Instructors @

Search | Add New | &)

Regions

> Search > Edit Instructors
Region ID: US-Southeast

Description: Atlanta and Jacksenville offices

Edit the Region

Add an Instructor to the Region

Enter Instructor ID or add one or more from list @
Instructor ID: |JEDBERRY m

P
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