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Prerequisite
. Introduction to Plateau Learning Administration

Description

The purpose of this job aid is to guide administrators through the step-by-step process of performing
simple and advanced searches for multiple record types within Plateau Learning.

Tasks

Search Basics

Create/Delete Search Filter
Add/Remove Criterion from Search Filter
Select from a List

Save Your Individual Search

Adjust Display of Search Results

Sort Search Results

Downloading Search Results

ToMmMOUow>

Task A. Search Basics

On each search page, you will most likely see

i . Starts With -
the following terms in the drop-down menu :
associated with most entities. Ay

Starts With

Contains
Does Mot Contain

Exact: If you know the precise ID of the record, select Exact from the drop-down menu and
click Search.

Any: Using the precise ID or description of the record, enter one or more criterion
separated by a comma and click Search. For example, if searching for all user records
containing the first name John or Jane, enter the exact first names separated by a comma,
select Any from the drop-down menu and click Search.

First Hame: Ay * | Jane, John

Starts With: If you know the first part of an ID or description, select Starts With from the
drop-down menu and type the first few letters or numbers of the record. The matching
records display.
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Contains: If you know any part of the record, select Contains from the drop-down menu to
display the matching records.

Is Empty: Some entities will contain the term Is Empty in the drop-down menu. This
selection returns all records where the specified field is empty. For example, if searching
for all users without a job position, select Is Empty from the drop-down menu for the job
positions criteria and click Search.

Job Positions: IsEmpty  [IRg k4

You can also choose whether or not you want
your search to be case sensitive by using the
Case Sensitive Search option. The Yes button is
selected by default which means that the system
search is case sensitive. A non-case-sensitive
search may take a little longer.

Case sensitive search: Yes @ No

Search All Locales radio buttons have been
added to all search pages where data has been
localized. When enabled, the search will include search All Locales: Yes @ No
all locales in the keyword search, when
disabled, only the admin’s active locale will be
searched.

Commonly Used Search Icons

Icon Description

] The Calendar picker is associated with the date field. Use it to select and populate
the corresponding date field.

v Select the Create Filter button to find and select a corresponding entity to include in
your search filter.

N Select the Clear Filter button to clear the content of your corresponding search
filter.
= Select the Select from List button to find and select a corresponding entity to

include in your search criteria.

m Select the Clear List button to clear the list of filters of selected entities in your
search filter.

Q Select the Search button to select from a list or find and select the corresponding
entity using a filter.
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Task B. Create/Delete Search Filters

The search filter determines the contents of your result by listing only entities that satisfy all
the criteria specified by your filter. For example, you may want to list only users that have a

particular job position assigned. You need to specify the job position in a filter and apply that
filter to search criteria to see only those users that relate to the selected job position.

Q Navigate to Users > Users. @ e
&

learnlnglmlc
@ To create the filter, select - m

the Create Filter icon (7)
for job positions.

Performance Compensation Learning Content Commerc System Admin

Assignment Profiles

Enter a value for each field that you want to use {o fiter your search. Some fields allow you fo select from a kst of

Job Positions values. You can also add of remove search criteria to further refine your search

' Organizations Case sensitive search: Yes @ No
Lrer: Starts With -
Organization Groups
Last Hame: Starts With "
Regions First Hame: Staris Wih =
Middle Initial: Staris With =
(%} Tools
Ante wx: Starts With -
i ag... )
Compensation Manag User Stabus: = = . T
. Domains: = YA
Compensation Cycle ... Staris With - v
Job Positions: Siarts With = v @
AddRemove Criteria ©
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9 If you don’t know the job

position ID exactly, search Users v
for |t_ by entering cr’lterla. Search» by Job Fostions
In this example, let’s
search for job positions View Fiter
that co_ntaln the W(_)I’d_ Create Job Positions Filter For Users
Safety in the description.
Add |Ds manually or create the fiter using the search below. The search is case sensitive by default. You can
Q Select SearCh . choose case insensitive search which applies to criteria typed in. Be aware of case insensitive search could take

long time.
Note: Breadcrumbs appear in

the top left corner indicating

where you are in the search Job Positions: m
process.

Search Job Positions

Add IDs (separate multiple IDs using a comma)

Case sensitive search: Yes @ No

Job Position ID: Starts With v

Leads From Job: Starts With -

Leads To Job: Starts With A

Description: Contains v  Safety] 9

Add/Remove Criteria © ° Submit Criteria @

G Select one or more job
position checkboxes.

@ Select Submit Selection. > Search > by Job Positions

View Filter

Select Job Positions from list

€

Users

<= Search Again

Submit Selection

Select Al f Desslect Al

lob Position ID Description Select
Cs50 Consumer Safety Officer ej
EHS-HS-MGR HEALTH AMD SAFETY MAMNAGER =
EHS-SAFETY- SAFETY OFFICER LEVEL | =
EHS-SAFETY-II SAFETY OFFICER LEVEL Il =

Setect Al / Deselect AL

6 ‘Submit Selection @
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You are returned to the

) A Users (7]
filter screen to view the
flltel’ jUSt CreatEd . = Search = by Job Positions
Confirm your selection(s) Create Fiter

are correct.
@  sclect Submit Filter.

View Job Positions Results

This screen allows you to view and edit the items you have selected. You can also Add additional 1Ds to your list.
The "Submit Filter” buttcn will submit your selected items to the previcus search. The fiter |Ds are case sensitive.

Job Positions: ﬁ

P o e oo o

Select AL f Deselect ANl

Job Position ID Description Remove
EHS-SAFETY -1 SAFETY OFFICER. LEVEL | |
EHS-SAFETY -l SAFETY OFFICER LEVEL Il ]

Select All F Deselect All

e e

Once you have submitted

- . Users Search = Add Hew 2]
your filter, you are
returned to your original Search Saved Searches &
search screen.
_ Enter a walue for each field that you want to use to fiter your search. Some fiekds allow you to select from a list of
@ You now see tha‘t the Job walues. You can also add or remave search criteria to further refine your search.
position attribute has two Case sensitive search: o e ® o
(2) criteria selected for this ' :
fllter User ID: Starts With -
i i i Last Mame: Starts With -
You can modify this filter .
P - irst Name: \ -
by selecting the Filter by st Wi
Criteria icon (), or you Middle Initial: Starts With -
can clear the filter by Role ID: Starts With .
_C|ICkII’$ the Clear Filter User Status: @ rowe © Notactve © Bom
icon (V). Domains: Starts With - b
@ Select Search to view Job Positions: 2 Selected] ¥ 7 ]@
results.

Add/Remove Criteria @

O

Task C. Add/Remove Criterion from Search Filter

Each entity in Plateau Learning has multiple attributes and you may find that some of the
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attributes are more useful than others in conducting searches. Plateau Learning gives you the
choice to determine the attributes of the entity that you would like to use as criteria for your
search.

Let’s now search for all users within a specific organization.

G S DUBMTMENT OF LABGR

@learningl.inlc
2 G 88 0 a8

Navigate to Users > Users.

Select the Add/Remove
Criteria icon (@).

Performance Compensation Content Commerce System Admin

‘

N Users Search | AddNew @

Learning

l Users

Assignment Profiles search saved searches ©

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

Job Positions values. You can also add or remove search criteria to further refine your search

Organizaticns Case sensitive search: ) ves @ No
User ID: Starts With v
QOrganization Groups
Last Name: Starts With A
Regions First Name: Starts With -
Middle Initial: Starts With -
(#] Tools
Role ID: Starts With v
Compensation Manag... " 5 s =
p g User Status: @ active 0 Mot Active ) Both
B Domains: \ -
Compensation Cycle ... Starts Wih M
Job Positions: Starts With A L

Add/Remove Criteria © Q

SR W—| —

Select the criteria check
boxes to add to the search

Close

Search Criteria e o

screen.
i Last Mame |:| Country |:| Aszignment Profiles
@ select Submit Query.
First Mame |:| Organizations |:| Competency Profiles
Middie: Initial |:| Crganization Group |:| Curricula E
Rolde 1D |:| Competency |:| Supervisors
User Status |:| Iltems Completed |:| Related Instructor
|:| Related Admin |:| ltems Needs |:| Classes
|:| Profile Status |:| ltems Requests |:| |5 supenisor?
|:| Hire Date After |:| Employee Statuses |:| Training Coordinator .
4 Submit Query
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The new criteria appear on
the search screen.

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

Case sensitive search:

Search Add New LY

Saved Searches 0

e [ e

© Yes @ No
User ID: Starts With h
Last Mame: Starts With hd
First Mame: Starts With -
Middle Initial: Starts With -
Role 1D: Starts With h
User Status: @ active ©) Notactive ) Both
Domains: Starts With - T
Country: Starts With - 7_]
Job Positions: Starts With - b

Add/Remove Criteria @

I e




LS. DEPARTMENT OF LABOR

| LearningLink

LearningLink

Administrator Job Aid

Searching

Task D. Select from a List

Plateau Learning has a number of reference lists that you can select from without creating and
submitting a filter. Review the list, and check the objects you want to use in your search filter.

Let’s continue to use our example of searching for users. We now want to search for users
within the EHS organization who have an employee status of part-time.

@ | In the Organizations
textbox, type EHS.

@ | Next to the Employee
Statuses field, select the

Filter icon (Eb.

Users

Search

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

Case sensitive search:
User ID:

Last Hame:

First Hame:

Middle Initial:

Role ID:

User Status:

Dromains:

Organizations:

Employee Statuses:

Job Positions:

Add/Remove Criteria @

D) Yes @ No

Starts With
Starts With
Starts With
Starts With
Starts With
@ Active

Starts With
Starts With
Starts With

Starts With

-

-

) Mot Active ©

-

EHS

! Both

Search Add Mew o

S5aved Searches 0
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You see a list from which
you can select one or more
objects to populate the
related field.

Select the checkbox(es) for
the record(s) to be
selected.

Select Submit Selection.

Users

» Search = by Employee Statuses

Wiew Filter

Select Employee Status from list

€

<= Search Again

Records per Pags 5 - (5 total records)

Employee Status 1D Description

ACT Active

FT Full Time

LEAVE Temporary Leave
PT Part Time

TEMP Temporary

Records per Page 5 - (5 total records)

4
Submit Selection @

Select AL f Desclect Al

Select

]
]
]
]
O

Select ANl J Desclect Al

Submit Selection E

The selection has been
added to the search filter.
Review the filter for
accuracy.

Select Submit Filter to
continue.

Users

» Search = by Employee Statuses

Create Filter

View Employee Status Results

€

This screen allows you to view and edit the items you have selected. You can alsoc Add additional |Ds to yeour list.
The "Submit Filter” button wall submit your selected items to the previcus search. The filter IDs are case sensitive.

Employee Status:

‘Submit Filter | Remove Checked IDs E

Employee Status ID Description

FT Full Time

Submit Filter | Remove Checked IDs ﬁ

Select All F Deselect All

Remove

O

Select All F Deselect All
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@ Now that a criterion is Users Search | AddNew @
selected, select Search to
view results. Search saved searches O
Note: To Cle_al': the I!St of Enter a value for each field that you want to use to fiter your search. Some fiskds allow select from a list of
selected entltleS,_Clle the values. You can also add or remove search criteria to further refine your search.
Y I e
Clear List icon (—).
Case sensitive search: ) Yes @ No
User ID: Starts With -
Last Hame: Starts With -
First Mame: Starts With -
Middle Initial: Starts With -
Role ID: Starts With -
User Status: @ active O NotActive © Both
Domains: Starts With - T
Organizations: Starts With - T
Employee Statuses: [ Selected] W 7

-10 -
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Task E. Save Your Individual Search

You can save a search filter and reuse the criteria specified in the search later. The search
filter is individual-based and available only to your login.

0 Select Save As once the
search criteria have been
defined.

Users

search

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

Case sensitive search:

@ No

User ID: Starts With -
Last Mame: Starts With -
First Hame: Starts With -
Role 1D: Starts With A
User Status: @ Active () Not Active
Domains: Starts With -
Organizations: Starts With -

Employee Statuses:

[ Selected] ¥ 7

Add/Remove Criteria ‘©

_! Both

Search Add New L2

Saved Searches 0

SSRGS RS

The system prompts you for
an ID for your saved search
and a brief description of
the search.

@ Enter an ID in the Saved
Search ID textbox.

e Enter an intuitive
description in the
Description textbox.

© | sclect Submit.

Saved Searches

= Search = Save Search

Save Search
* = Required Fields

* Saved Search ID:

@, EHS-FT g

Search o

Description: EHS Full Time Employees

G

-11 -
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Q Next time you want to use
this exact search, click the

Users Search  Add New 2]

Saved Searches icon (&) - T o _]
on the search page and (" saved Search ID: EHS-FT o=
select the search name you Description: EHS Ful Time Employees Name Remove
wish to conduct. - EHS-FT (EHS Full Time i
Enter a value for each field that you want to use to fiter your search. Son Employees)
Note: If you select a saved values. You can also add or remove search criteria to further refine your
search, the search ID and Case sensitive scarch:
description appear at the top of ' Yes @ No
the page. User ID: Starts With -
Last Mame: Starts With -

Task F. Adjust the Display of Search Results

Your search result is the set of related entities that fit the search criteria you specified. You
may, however, choose to review the results by specific fields not based on all of the attributes
of the search result.

@ sclect the Field Chooser [ Field Chooser © b
icon () above the search Send Notification
results list to determine it et a1
which attributes of the o BT
- - - Cords per Fage otal records
IISted entl_tles that you User ID User Name a Motify
want and in which column. ERECHAMEERLIN [20 [£ | chamberlin, Erica B i
@ | select the attribute that —
you want to display. In this Field Chooser "
example, let’s show the _ _
supervisor in the third T UserlD Active Terminated
colum_n and the . . 2 User Mame Address Email Address
organization ID field in the -
fourth column. Emp Status City Has Access
e Select Submit. Emp Type State / Province Locked :
Note: The column number is Job Location Postal Code Regicn (D
sequential (i.e., 1, 2, 3, 4).
Job Position Country Role 1D
Domain 1D [ 3 Supenisor ] Profile Status
[4|_ Crganization |0 Hire Crate &7
oL

-12 -
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View the new fields added
to the search results.

Field Chooser g3

Download Search Results 28

Send Motification

Records per Page 5 - Page: 1 2 2 4 5 =Previous Mext= (2,968 total records)

User ID User Name &
LYEABEL 21 [Z] Abel, Lyndsey E
WESABER [21 [ Aber, Wendy 5

TOCABERTS 21 1| Aberts, Todd C
ROABIMOURCHED [21 57| Abimourched, Rola
MINABRAMS e Abrams, Michelle M

Page 1 of 119. [

slect AL/ Deselect AL

Organization 1D }oﬂfv

upervisor
AUTO
JAAFALTUM HR
VINGREGORY AR
EMEGROGG RAIL
JAAFALTUM RAIL

] o T

Task G. Sort Search Results

Once you have the results you are looking for, you can sort it based on key columns on your list
(except the Description column/field).

0 To sort the list by an
entity, simply find the
column and select the
header: an up arrow head
indicates ascending order,
A>Z; and a down arrow
head indicates descending
order, Z>A.

Field Chooser ﬂ)

Download Search Results 28

Send Notification

Select AL/ Deselect AL

Page 1 of 122. kel

Organization ID  Motify

AIR

AUTO

Records per Page 29 ™ Pages 1 2 3 4 5 «Previous Mexts (3,071 total records)

User IDy User Name & Supervisor
HAARON [1[1 | Aaron, Hank

LYEABEL (21 (51| Abel, Lyndsey E

WESABER DD Aber, Wendy 5 JAAFALTUM  HR

TOCABERTS [0 5| Aberts, Todd C
ROABIMOURCHED [ [<]| Abimourched, Rola

VINGREGORY |AIR

EMEGROGG

RAIL

o e

-13 -




o, LS. DEPARTMENT OF LABOR

) Learninglink

LearningLink
Administrator Job Aid
Searching

Task H. Downloading Search Results

Once you have the results you are looking for, you can export the data returned in your search
guery to a CSV file. The file will contain fields that are not currently displayed on the screen

with the Field Chooser.

0 To dowload the search
results, select Download
Search Results.

Depending on the amount
of results in your search, it
make take a few seconds
generate the CSV file.

Field Choaoser ﬁ) 0 Download Search Results 2

Send Motification

Select All f Deselect Al

Records per Page 20 ¥ Page: 1 1 3 4 5 «Previcus Mexts (3,071 total records)  Page 1 of 123. R
User ID User Name « Supervisor Organization ID  MNotify
HAARON [21[Z]| Aaron, Hank AR [
LYEABEL [0 (5| Abel, Lyndsey E AUTO B
WESABER R Aber, Wendy 5 JAAFALTUM  HR [l
TOCABERTS DD Aberts, Todd C VINGREGORY |AIR =
ROABIMOURCHED (21 [ Abimourched, Rola EMEGROGG | RAIL [l

@ \When prompted, select
Open or Save.

- = T |

=
| File Download = |
Do you want to open or save this file?
F:‘ j Mame: SearchResult_Student.csv
d, Type: Microsoft Office Excel Comma Separated Values ...
i From: 10.1.50.120
Open ] [ Save ] [ Cancel ]
i
= Ty | While files fram the Intemet can be useful, some files can potentialhy
d hiarm your computer. f you do not trust the source, do not open or
= save this file. What's the sk ?
A -

Notes

-14 -
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