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Job Aid: Manage Curricula Course: Learning Needs Management

Lab 6: Add a New Curriculum

Lab 7: Add Items to Curriculum
Lab 8: Add a Subcurriculum

Lab 15: Associate a Curriculum to a Job Position

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 creating a
curriculum. Related terminology is provided.

Tasks

. Add a Curriculum

. Add a Subcurriculum

A
B. Add Items to Curriculum
C
D

. Associate a Curriculum to Job Position

Terminology:
Title

Creation Date
Active

Domain
Curriculum Type

Basis Date

Force Incomplete

Description

Enable electronic
signature

Title of the curriculum. Displays to the user on the Curriculum Status screen.
Indicates the date the curriculum was created.

Indicates whether the curriculum is active or inactive in the database.
Identifies administrative ownership of the record.

Indicates an area that the curriculum is specific to (HR, IT, Safety, etc.).

Indicates the start date of your company’s calendar. Used with calendar basis for
items within the curriculum.

If checked, calculates if the curriculum status should be complete or incomplete
based on user’s latest attempt at completing any required item assigned to the
curriculum.

This field is for admin informational purposes only.

If checked, an electronic signature (PIN) is required when a learning event is
recorded for items in this curriculum.
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Task A. Add a Curriculum

Verify the Admin tab is @ gk p—T—

selected. B M m B O
Navigate to Learning >
Curricula.

Select Add New.

Home Users Performance  Compensation ((ROSIALY Content Commerce  System Admin References  Reports

Searchi [ Enter Keywords or Command | 9 el

Curricule Search | AddMew | @

ltems Search saved searches &

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

or remove search critena to further refine your search

Classes

Case sensitive search: C ves @ No
Group Instances Search All Locales: C ves & No
Curriculum ID: [ starts witn =

Catalogs
& Curriculum Title: [starts witn =l

Curricula b
/" Add/Remove Criteria ©

Requirements W@@

Entel’ a CurriCUIl.lm ID Curricula Search | AddNew = @)

Enter curriculum title and e
descrlptlon Add New Curriculum

Select a domain. = Required Fields @
e ]
SeleCt a CUI’I’iCU'Um type. * Curriculum [D: IW e

Leave the Force Title: [EHs First #id and cPR °
Incomplete CheCkbOX Description: EHS First Ad and CFR
unchecked.

Select Add.

Creation Date: [ Iocu'zn‘zmu
Active: ~

+ Domain: @, IKso e
Curriculum Type: [HEALTH (Heatth and Safety) = e

Force Incomplete: [
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Task B.

Adding Items to Curriculum

Select the Contents tab of
the new curriculum just
added.

Select Item in the Add
Content to the Curriculum
section.

Enter the Item ID and
select Add.

or

Select the add one or

more from list link to

search for and select a
Item ID

Summary
Assignment Profiles
Catalogs

Custom Fields
Documents

Job Pasitions

Curricula
» Search » Search Results » Edit Contents

Curriculum ID: EHS-001

Title: EHS First Aid and CPR

Edit the Curriculum
Add Content to the Curriculum

* ltem

" Requirement e -

7 subcurriculum |
Update Content for the Curriculum

There is no content for this curriculum.

Enter ltem ID or add ane or more from list

Search  AddNew (@)

Search for the item(s) to
add to the curriculum. In
this example, we are
searching for all item IDs
that start with EHS.

Select Search.

Summary

Assignment Profiles

Catalogs

Contents

Custom Fields

Documents

lob Positions

Items

Search

Search Items

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 critenia to further refine your search.

Search @

S

Case sensitive search: © ves & nNo
Search All Locales: © ves & No
Item Types: [starts witn

=l

[Starts witn

[ Item ID:

=] [ens

Revision Date:

m——

MMM yyyy |

Revision Number: [Starts witn =
Item Title: [startswin =] [
Item Status:

@ pctve © NotActve O Both

Item Classification: [Starts witn

Online Settings: ™ Has eniine content

AddiRemove Criteria ©

=l

=
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Select the Add checkbox
next to each item to add to
the curriculum.

Select Add.

Summary

Assignment Profiles

Catalogs

Contents

Custom Fields

Documents

Job Positions

ltem

= Search Results

Search

Add Items To Curriculum

Records per Page |25 7| Page: 1 2 3 «Previous Mext- (56 total records)

tem

COURSE EHS-100 (Rev 4 - May/14/2003 12:00 AM America/New York)
COURSE EHS-101 (Rev 1.2 - May/14/2003 12:00 AM America/New York)
COURSE EHS-102 (Rev 1.2 - May/14/2003 12:00 AW AmericalNew York)
COURSE EHS-103 (Rev 1 - May/14/2003 12:00 AW America/New York)
COURSE EHS-104 (Rev 1 - May/14/2003 12:00 AM America/New York)
COURSE EHS-105 (Rev 1.2 - May/14/2003 12:00 AM AmericalNew York)
COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AM America/New York)
COURSE EHS-107 (Rev 3 - May/14/2003 12:00 AM America/New York)
COURSE EHS-109 (Rev 1 - May/14/2003 12:00 AM America/New York)

COURSE EHS-110 (Rev 1.2 - May/14/2003 12:00 AM America/New York)

Help

Title

CPR Recertification r
Emergency Planning r
Emergency Response r
Environmental - GET r
Fire Extinguisher r
Fire Extinguisher Workshop 72
Fire Safety =
First Responder r
Fitness for Duty r
Hazard Communication r

6 Se|eCt the Move Up (E) or Update Content for the Curriculum
Move Down (E) icons to
change the Display Order.
. . o _ Display sele
© | select the Edit link next to ey 1o e S
. . . . COURSE EHS-105 (Rev 1.2 - May/14/2003 12:00 AM Fire Extinguisher Workshop Edit = -
the first item in the list. Americaiew York)
COURSE EHS-106 (Rev 1.2 - May/ 1472003 12:00 AM Fire Safety @ Edit Q Il
America/Mew York) 6
Enter an initial number' Sl Edit the Items for the Curriculum 15
e ags - atalogs o
Select an initial period. [Ctg: oot e
s y Required if either Initial Basis or Retraining Basis is calendar based.
Select an initial basis. — (10] -
Initial Number: e nitalperioa: [oas =] Threshold: Period

Do not enter retraining
assignments.

Enter a basis date.

Enter an effective date.
Select an assignment type.
Select Apply Changes.

Repeat steps 7-14 for each
item in the curriculum.

Documents

Job Positions

Initial Basis: Calendar ' Event

Retraining Assignments:

Retraining Humber:

—

€ Calendar @ Event
[ [sanmiiz007]
[ [ocvzr2010 @

Retraining Basis:

Basis Date:

Effective Date:

Assignment Type: REQ (Reguired) - @

Retraining Period:

@ Days

Days ¥

Note: for more information on initial assignments, retraining
assignments, effective dates, and assignment type click the Help link at
the top of the page, or refer to the Period-Based Curriculum job aid.
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Select the expand icon (&)
next to each item to
review assignment details.

Update Content for the Curriculum

Display

Entity ID itle Order Select
B COURSE EHS-105 (Rev 1.2 - May/14/2003 12:00 AM Fire Extinguisher Workshop Edit = |

AmericalNew York)

Initial Assignments: 30 Days - Event Threshold: M/A

Retraining Assignments: N/A

Effective Date: Oct/27/2010 Assignment Type: REQ (Required)

Basis Date: Jan/1/2007
OURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AM Fire Safety [~ | Il

AmericalNew York)

16

Task C. Add a Subcurriculum

Select Subcurriculum in
the Add Content to the
Curriculum section of the
new curriculum just added.

Select the add one or
more from list link.

Contents

Curriculum ID: EHS-001

Title: EHS First Aid and CPR

Edit the Curriculum

Summary Add Content to the Curriculum

Assignment Profiles  ttem

Enter Curriculum ID or add one or more from list

o Requirement

Curriculum 1D:
F‘Subcumcu\um

Catalogs

Search for the subcurricula
to add to the curriculum. In
this example, we are
searching for all curricula
titles which contain the
word Safety.

Select Search.

Curricula Search &)

Search

Search Curricula

ults

Summary

Enter a value for each fiskd that you want to use 1o fiter your search. Some fiskds alow you to select from a ist of values. You can also add

S e or remove search critena to further refing your search
g

R Case sensitive search: g
Catalogs ©ves E o
. Search All Locales: © ves & nNo
Contents ’ curriculum ID: [Starts witn ]

Curriculum Title:

=] [sarety

Custom Fields

&

Documents Add/Remove Criteria ©

Job Positions
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Select the Add checkbox
next to each curriculum to
add to the curriculum as a
sub-curriculum.

Select Add.

Summary

Assignment Profiles

Catalogs

Contents
Custom Fields

Documents

Job Positions

Curriculum

» Search Results

Add Subcurricula To Curriculum

Curriculum 1D Title

EHS-103 Field Operations Safety
EHS-104 Workplace Safety

EHS-105 Warehouse Operations Safety

Select A8/ Desslect AL

Select the Details link next
to the curriculum in the
list.

Update Content for the Curriculum

Select Al J Deselect AL

displays details of the sub-
curriculum just added.

Review the list of items.
Select Close.

Display
Entity 1D Title Order Select
COURSE EHS-105 (Rev 1.2 - May/ 14/ 2003 12:00 AM Fire Extinguisher Workshop Edit [~ |
AmericalNew York)
COURSE EHS-106 (Rev 1.2 - May/14/2003 12:00 AM Fire Safety [
AmericalNew Tork)
(& EHS-104 Workplace Safety m
Select Al / Deselect Al
Remove W Groun H=nuirzmzns
A separate pop-up window ) -
Curricula

= 5earch = Search Results = View [tems

Curriculum ID: EHS-104
Title:

‘Workplace Safety

View the Iltems for the Curriculum

item

COURSE EHS-128
(Rev 1.2 - May/14/2003
12:00 AM America/Mew
“ork)

COURSE EHS-126 (Rev 1 -
May /1472003 12:00 AM
Americal/Mew York)

COURSE EHS-124
(Rev 1.2 - May/14/2003
12:00 AM America/Mew
“fork)

VIDEQ EHS-123 (Rev 1 -

Maw £14 770N 17 060 AR

Title

Universal Precautions @

Security Awareness Education

Safety and Emergency Preparedness

Safe Work Practices

il

m

Initial Assignments: 30 Day
Retraining Assignments: MJA

Assignment Type: Requir
Effective Date: Jul/31.
Initial Assignments: 30 Day:
Retraining Assignments: MiA

Assignment Type: Requir
Effective Date: Julf31.
Initial Assignments: 30 Day
Retraining Assignments: M/A

Assignment Type: Requir
Effective Date: Julf31
Initial Assignments: 30 Day

*
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Task D.

Associate a Curriculum to Job Position

Navigate to Users > Job
Positions.

Enter criteria to find the
job position to which to
add a curriculum.

Select Search.

Performance

& 880 8

Compensation  Learning  Content  Commerce  System Admin

6

References

Reports

Search: | Enter Keywords or Command

(oot 2

Users

Assignment Profiles

Job Positions

Organizations

Organization Groups

Regions

= Tools

Compensation Manag...

Compensation Cycle ...

Job Positions Search  AddNew (@)

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 values. You can also add
‘or remove search criteria to further refine your search,

/' Case sensitive search:

© ves & No
Job Position ID: [starts witn =l
Leads From Job: [sterts witn =1
Leads To Job: [starts witn =
Description: [starts win =] [Fst

AddiRemove Criteria ©

0 s:a—-m

In the search results list,
select the edit icon (=)

to select the job position.

Field Chooser G)

I
Job Position 1D «

Download Search Results 2

Description

position checkbox, if
necessary.

To add a curriculum,
enter the curriculum ID
exactly.

© select Add.
or

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

EHS-FR-I ») IRST RESPOMDER LEVEL |
EHS-FR-II Q \tl} FIRST RESPOMDER LEVEL Il
FR 2l [ | First Responder
© | select the Curricula tab. Job Positions Semen | Asthow | @
6 SeleCt the Add CUfriCUla = Search > Search Results > Edit Curricula
to uSe rS Who are Job Position ID: EHS-FR-
aSSigned thiS job Description: FIRST RESPONDER LEVEL |
Summary

Career Paths

Cpty Profiles

Edit the Job Position
Add a Curriculum to the Job Position

or more from list.

Enter Curriculum |D or add one

Curricula
. d curricula to users who are assigned this job
Custom Fields

COrganizations

Profile

Curriculum 1D:  |eHs-004

Update the Curricula for the Job Position
ooy e [ ]

Setect Al / Desslect A
Curriculum 1D Title

EHS-100 First Responder Details -

Remove

[T Remove curricula from users who are assigned this job position

Reference: To learn more about assignments reference the Learning Needs Management classroom
guide, or view other job aids related to assignments (Assignment Profiles or Basic Learning

Assignments).
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