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About Course Administration

Course administration deals with registering and configuring training courses in PeopleFluent Learning to
enable course enrollment and participant tracking. Courses are defined in the LMS as learning modules of
various types. Learning modules define the general course properties. Sessions define an instance of a
learning module. They are used to capture course information unique to a particular training session or that
changes over time.

Course administration involves tasks relating to:

+ Creating and editing learning modules, programs and sessions
+ Importing SCORM-based courses

+ Configuring course enrollment policies

+ Uploading course files and other reference material

+ Scheduling training facility, instructor and resource bookings

Additional Information

About Learning Modules

About Learning Programs

About Learning Module Sessions
About Importing Courses

About Enrollment Policies

About the Repository Manager

About the Resource Planner
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About Learning Modules

The LMS uses learning modules to define the courses available to learners. Every course is defined by its
module and session properties, and you must configure learning modules before you can assign them to
course catalogs and learners.

To create and configure learning modules, your user role must have the required access control to the LMS
features associated with course administration, such as the Catalog Editor. (For more information, see About
System Roles.)

You can administer learning modules in the Manage Center, using the Catalog Editor, or by importing comma-
separated values (CSV) formatted files, which you import via the Course and Program CSV Loaders. You can
download a template CSV file to help you configure learning modules outside of the LMS.

You can organize learning modules in course catalogs to make them visible to learners, subject to any module-
and catalog-specific permissions. Learning modules can also be assigned to learners automatically, according
to their enrollment policy.

Additional Information

About Learning Types

Create a Learning Module
Module Properties

About Learning Module Sessions
About Learning Programs

About Importing Courses

About the Course CSV Loader

About the Program CSV Loader
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About Learning Types

The LMS supports all learning types including online courses (internal or external), virtual classes (live and
archived), instructor led classroom sessions, workshops, on-the-job training and assessments, and blended
learning programs that combine any of these types along with exams or quizzes as needed.

Each type of learning module has its own configuration requirements and properties. For this reason you
cannot change a learning module's learning type once you have created the module.

Table: Types of learning module you can create in the LMS, subject to licensing.

Learning Type Description

Classroom Schedule-based classroom training that can have multiple sessions
and locations.

Exam This learning type requires the learner to do something that is
assessed. Assessments are built with the LMS Exam functionality.

Just-in-Time Learning This is usually quick-to-learn material available via a link to an external
provider. This type of course can usually be launched at any time and any
number of times.

Online Online learning, accessed via the web or intranet, typically in SCORM, AICC,
or XAPI format, but can also be links to other types of resources.

On-the-Job Training The On-the-Job Training (OJT) learning type is designed to allow direct
appraisers or supervisors to assess the performance of learners after they
have completed some on-the- job training.

Program A collection of related learning modules, which can be different types.
Constituent modules may be mandatory or optional. Learners enroll in the
program itself, not in each module.

Task Tasks are lightweight courses and can be used to track snippets of training,
or to track the accomplishment of specific piece of work.

Virtual Classroom This type of course provides a link to a scheduled virtual classroom training
session, typically a webinar or video conference where learners can interact
with the instructor.

Virtual Classroom This provides a link to a recorded virtual classroom session that may be
(archived) accessed for direct playback.

Other learning types supported by the LMS are:
+ Certification
+ Workshop

+ Coaching
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+ External
+ Book
+ CD
+ Video
+ Audio
These learning types can be enabled and disabled in the Catalog System Configuration settings.

Book, CD, Video and Audio represent physical media with a specific location. For digital media, a different type
can be used.

Additional Information

About Learning Modules

About Classroom Learning Types
About the Task Learning Type
About On-the-Job Training

About Learning Programs

About Module Properties
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About Classroom Learning Types

Classroom based training courses generally require more configuration in the LMS as they occur in physical
training centers, may use specific resources, provide reference materials to participants, and they need
instructors.

Classroom learning modules must have at least one session, where each session represents one complete
instance of the course, which may take place over multiple days. Classroom sessions allow a specific number
of participants, which can be a fixed number or determined by the number of seats in the training room.

You can allow learners to transfer from one session to another, and specify how waitlisted learners are handled
when the number of enroliment requests outnumber the seating capacity.

Course administrators must configure the following information as a minimum for classroom learning types:
+ Catalog setup, including visibility and access permissions
+ Enrollment policy
+ Enrollment limits
+ Waitlist handling
+ Class schedule
* Instructor

+ Training center and training facility, or venue (for locations not defined as a training center and facility).

Additional Information

Create a Learning Module

About Module Properties

About Learning Module Sessions
Configure a Class Schedule
Reserve a Classroom Resource
About Instructors

About Training Centers

About Facilities

PeopleFluent Proprietary and Confidential 13



PeopleFluent Learning 22.07 Course Administration About Learning Programs

About Learning Programs

Course administrators can create learning programs to group together related learning modules into a learning
curriculum. You can group enrollable and non-enrollable learning types, such as online courses, classes and
exams, into a learning program. Constituent learning modules can be mandatory or optional, and carry different
weightings towards the program's overall passing score.

You can configure programs to be self-enrollable, and administrators can enroll learners in a program,
either individually or via group enroll.

Like enrollable learning modules, programs consist of one or more sessions. You assign learning modules to
each program session, and learners enrolled in a program are enrolled in all of its sessions. You can configure
the order in which program sessions must be completed, or allow them to be completed in any order.

Where a program's modules are set to be taken in a specific order, you can configure the pacing and sequence
with these program settings:

+ Allow or disallow learners to advance to the next module on failing the preceding one
+ Hide or show modules blocked by preceding modules

+ Configure auto-enrollment and due dates per module

+ Allow or disallow learners to re-enroll in a failed or expired module

+ Enable access to the Progress Tracker for the program

Automatic Program Completion

By enabling the Enable Automatic Completion of Learning Programs System Configuration setting the status for
a program can be updated to Completed automatically when the learner has fulfilled the learning requirements.
Alternatively, by disabling this setting, instructors or course administrators are responsible for updating the
program'’s status to Completed for learners manually.

Share/Credit Enrollment

Where a component module or program (or its equivalent) has been completed by the learner prior to enrolling
in the program, you can specify whether or not the learner is expected to retake the learning using the Share/
credit enrollment option in the Define Enrollment Policy page in the Catalog Editor. The default value is
specified by the Default Share/credit enrollment for programs System Configuration setting.

If Requires the learner to retake the learning is selected, the learner will have to achieve a new completion of the
learning in order to complete the program. If the learner is currently enrolled (waitlisted, Not Started, In Process,
or Pending) in the module, completion of the current enroliment will contribute towards program completion.

If Does not require the learner to retake the learning is selected, the learner will be credited for the learning
completed previously. The learner may be required to retake the course even if this option has been selected if
the program session requires the effective/approved revision of its component modules and the learner’s
training history does not include the effective/approved revision.

Composite Programs

Programs consist of other learning modules, which may themselves be a program. Programs that contain other
programs are referred to in the LMS as composite programs.
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Deleting Programs

Deleting a program deletes the following:
« The program learning module
+ The relationships between the program and its assigned modules
+ The relationships between the program and its parent composite program(s), if it is assigned to one
+ All the transcripts for the program

Modules assigned to a program are not deleted when you delete the program.

Additional Information

Create a Learning Program

About Learning Modules

About Composite Programs

About Module Properties

About Session Properties

Program Session Enrollment Update

About the Progress Tracker
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About the Progress Tracker

The Progress Tracker, aimed primarily at learners, provides a calendar view of their current progress through
the programs and sub-modules they are enrolled in.

It can be opened from the following areas:
+ Current Learning Modules
+ Knowledge Center
+ Training Progress Widget
+ Compliance Analytics
+ Review Career Development Center

The Progress Tracker can list all top-level programs or modules within the program, and gives a visual display
of their deadline status when modules are due. The calendar, by default, shows one calendar year of
information with the current month centered. Information such as the module's enroliment date, completion
date, program due date and module’s due date are also displayed.

You can filter the Progress Tracker to show all of the program'’s sub-modules or only incomplete sub-modules.
You can also choose whether to include optional sub-modules.

You can sort the program's sub-modules by deadline or module status.

Email

You can create emails from the Progress Tracker. Inside the email creation dialog the learner can attach the
snapshot of the current view from the Progress Tracker. This creates an image file and attaches it to the email.

Notification

To enable higher visibility of deadlines for modules and their programs, learners can access more information
via the Deadline Details link. The link is available from the following pages:

+ Personal Calendar
+ Learning Path
+ Knowledge Center

+ Current Learning Modules

Additional Information

About Learning Programs
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About Composite Programs

Composite programs are program learning modules that contain other programs. You create composite
programs by assigning one or more programs to a program module (in addition to any other learning modules
required).

The following restrictions apply when assigning programs to another program:

+ Only programs with an active session can be assigned. Programs that do not have at least one session
with an Active status are not available when assigning learning modules to a program.

+ Programs containing the current program cannot be selected (cyclical dependency is not allowed).

« A program cannot be assigned to itself.

Enrollment Approval for Composite Programs

Enrollment approval for composite programs is determined by the parent program. For example, program PO
contains another program P7. If PO does not require approval for enrollment, but P7 does, a learner can enroll in
P0O—and therefore also P71 and its constituent modules—without approval.

If composite module PO requires enrollment approval but its constituent program, P7, does not, learners can
still enroll in program P17 without approval.

Enroliment into a composite program can fail if:

+ The composite program includes one or more programs in which the learner is already enrolled in a
different session.

+ The composite program has been configured in such a way that the LMS is unable to calculate a cost.

Waitlist Handling in Composite Programs

Enrollment in a composite program will be put into waiting list if any of the learning modules assigned to the
composite program tree are full. Enrollment will only be triggered when someone withdraws from the
composite program. Waitlist enrollment processing is based on the chronological order in which learners'
enrollments are waitlisted, and is triggered automatically only if the Waitlist Handling property for the program
session is set to Automatic Upgrade. Otherwise an administrator may handle waitlist enrollments.

Share/credit Enrollment in Composite Programs

Where a component module or program (or its equivalent) has been completed by the learner prior to enrolling
in the program, you can specify whether or not the learner is expected to retake the learning using the Share/
credit enrollment System Configuration setting. For more information, see Share/credit Enrollment settings.

In composite programs, whether or not a sub-program must be retaken will depend on the settings of the
immediate parent program.

Table: Settings for a program and composite program

Program Sub-module or program Share/credit Enrollment Setting

Program 1 Module 1, Module 2 Requires the learner to retake the learning.
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Program 2  Program 1, Module 3 Does not require the learner to retake the learning.

For example:
1. Learner enrolls in Program 1 and completes Modules 1 and 2 to complete Program 1.

2. Learner then enrolls in Program 2, which does not require the learner to retake any completed courses,
therefore they only need to complete Module 3 to complete Program 2.

3. Learner re-enrolls in Program 1, which requires the learner to retake completed courses, so even though
they have completed Module 1 and 2 before, they must complete them again.

Additional Information
About Learning Programs
Create a Learning Program

About Session Properties
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About the Task Learning Type

Tasks are lightweight courses and can be used to track snippets of training, or to track the accomplishment of
specific piece of work. For example, training for machine operation might consist of the following tasks:

+ Read the machine operation manual
+ Observe demonstration given by a certified trainer
+ Duty manager confirmation for skills acquired
Task learning types have:
+ A mandatory learning module description
+ A sign-off section to define the approvers who may confirm the completion of a user's task

+ A task completion reminder that allows a user to remind the approvers to take action on the enrolled
task

Task learning types do not have cost settings.

When learners have completed a task but they cannot sign it off themselves, they can send a Task Complete
Reminder email to the person who is responsible for signing it off. To enable the email to be sent, you
must select the email template for the Task Complete Reminder in the task session's Email Preferences Setup.

Learners can send Task Complete Reminder emails in the Current Courses page.

Approvers can sign off tasks in the Task Approval page (Workspace > Task Approval).

Additional Information

Task Sign-off Options

Configure Email Preferences for a Session
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About On-the-Job Training

The On-the-Job Training (OTJ) learning type is designed to allow supervisors to assess the participant's
performance after the learner has completed it. In order for a participant to complete an OTJ training course,
you assign one or more supervisors and a supervisor assessment exam type to an OTJ learning module or
session. The participant cannot complete an OTJ course themselves, instead the supervisor completes the
assessment exam to complete the course.

You can assign one or more users to complete the supervisor assessment in several pages in the Catalog
Editor:

+ You can assign the supervisors at the learning module level for all participants in the Assign Supervisor
Assessment page.

+ You can assign the supervisors individually for each participant in the Participants page for the OTJ
session.

+ You can assign the supervisors for selected participants during Group Enroll in the Group Enroll page.

Additional Information
Assign Supervisor Assessment
View or Update Session Participants

Group Enroll Learners in a Session
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Search for Learning Modules

To find one or more learning modules you want to work on, you can filter the list on the Learning Modules page.
You can quickly filter the list on the learning module title, ID or description, or use more complex search criteria
comprising multiple module properties and—optionally—module attributes.

When you have filtered the list of modules, you can save the filter as a preset filter to use in future without
having to re-enter the criteria.

To filter the list of learning modules
1. Go to Manage Center > Learning > Learning Modules.
2. Enter the title, ID or some key words from the module description and click Filter.

3. To filter on other module properties and attributes, or to use a preset filter, click Show Advanced Filters.
The filter box expands to show additional criteria fields.

4. Select and/or enter the filter criteria as required and click Filter.
To save the filter for future use

1. If the advanced filters are not shown, click Show Advanced Filters.

2. Select and/or enter the filter criteria as required.

3. Click Save as Preset. The Save as Preset dialog appears.

4. Enter a name for the preset filter.

5. Select the Set as default check box to automatically filter the list of learning modules using the preset
filter when you go to the Learning Modules page.

Additional Information

Search Guidelines for Learning Modules
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Search Guidelines for Learning Modules

To return a more specific set of search results when you filter the list of learning modules, you can modify the
form of your search term for text fields, as shown in this table.

Table: Search tips

Example Search Term Description

online Training Any modules matching online or training (case insensitive).

"Online Training" Any modules matching Online Training exactly, in a single field (case
insensitive).

Online -Training Any modules matching Online but not Training.

Online +Training Any modules matching Training, modules that also match Online will rank

higher in the results.

(Online OR Training) AND Any modules matching course and either Online or Training (use

course parentheses to group the OR criteria).

"Online Training"~2 Any modules matching Online Training within two words, in a single field.
com*r Any modules with properties starting with com and ending with r, where the

asterisk (*) is a wildcard that represents any number of characters, for
example, comr, computer.

If you enter classroom as the search term and there are catalog entries
containing the text classroom, classroom1 and classroom2, only the entry
containing the text classroom will be returned. If you would like the results
to include all three learning modules, enter classroom* as the search term.

te?t Any modules with properties starting with te and ending with t, where the
question mark (?) is a wildcard for a single character (for example, test, text
or tent).
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description:http\:\/\/ Any modules where the description field contains http://xyz.com. Enter a
Xyz.com backslash (\) as the escape character before any reserved characters like :
or/.

Examples of other field-specific search terms:

Additional Information

About Learning Modules

title:java
objective:introduction
id:MODO001
referenceno:REF123
vendorDesc:*Solution
audience:(begin* OR mid*)

price:USD*
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Create a Learning Module

Course administrators can create learning modules individually in the LMS application or import one or more

modules via the Course CSV Loader.

To create a learning module

1.

2.

Go to Manage Center > Learning > Learning Modules.
Click Create Learning Module. The Catalog Editor opens in a new window.

Enter a unique ID for the module or click Generate Unique ID to generate an ID that conforms to the
format defined in the Course ID Generator Format System Configuration setting. Using this system
configuration setting enables you to create learning modules with a standard ID format and a static
prefix. For example, MOD-0005, where 0005 is the next available unique four-digit number.

Select the Learning Type from the drop-down list.

Click Create. The new module opens in the Catalog Editor, where you can configure its module and
session properties.

Additional Information

About Learning Types

Define Module Properties

About Module Properties

About Learning Modules

About the Course CSV Loader

About the Program CSV Loader
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Create a Learning Program

When you, a course administrator, create a learning program you must create a learning module with a Program
learning type, and create one or more sessions. For each session you assign the learning modules that
constitute the program.

To create a program

1.

2.

Click Create Learning Module. The Catalog Editor opens in a new window.

Enter a unique ID for the module or click Generate Unique ID to generate an ID that conforms to the
format defined in the Course ID Generator Format System Configuration setting. Using this setting
enables you to create learning modules with a standard format with a static prefix. For example,
MOD-0000, where 0000 is the next available unique four-digit number.

Select Program from the Learning Type drop-down list.

Click Create. The new program module opens in the Catalog Editor, where you can configure its module
properties.

. After completing the program'’s module properties, Click Session Properties to create a session.

In the Session Properties tab, click Create/reorder sessions to create a new session. The Learning
Program Session Module Assignment page opens in the Catalog Editor.

Enter the ID for the new session or keep the automatically generated ID, which is defined in the Session
Code Generator Format setting in System Configuration, and click Create new session. The new session
is assigned to the program.

. To edit the session properties, and assign learning modules to the program session, select the session

in the Session Properties tab and click Go. The session properties pages are listed in the tab.

Complete the session properties. After completing each session property page, click the Save icon on
the toolbar to save your changes.

Additional Information

About Module Properties

About Session Properties

About Learning Programs

About Composite Programs
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Edit a Learning Module

Course administrators can edit learning modules individually in the Catalog Editor or the Course CSV Loader, or
in bulk (many at once) via the Course CSV Loader. You must have unrestricted access permissions to a module
to be able to edit it.

To edit a learning module in the Catalog Editor

1.

2.

Go to Manage Center > Learning > Learning Modules.

If required, filter the list of learning modules to locate the one you want to edit. You can also sort the
module list by any of the columns.

Click the Module Title of the module you want to edit, or select View from its action menu. The module
opens in the Catalog Editor.

Update the module properties as required.

Click the Save icon to save your changes. Alternatively, to undo all of your changes and reset the module
properties to their values before you started editing, click the Reset icon on the toolbar.

To close the Catalog Editor window, click the Close icon on the toolbar.

Additional Information

Search for Learning Modules

About Module Properties

Module Properties for Catalog Setup

About Learning Modules

Permissions
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Clone a Learning Module

Course administrators can clone a learning module in the LMS application and update its module and session
properties as required. Alternatively, you can use the Course CSV Loader to create a new module based on an
existing record in the CSV file. When you clone a learning module in the LMS, you can choose to clone all
revisions or just the latest revision.

Caution: not all module or session properties are cloned.
The following module properties are not cloned:

+ Checklist items
+ Enrollment restriction settings

The following session properties are not cloned:

+ Due date of Homework
+ Session Attribute values
+ Auto-enroll rules

- Auto-enroll equivalency rules (if enabled)

To clone a learning module
1. Go to Manage Center > Learning > Learning Modules.

2. Select Clone from the action menu of the learning module you want to clone. The Catalog Editor opens
in a new window.

3. Enter a new unique ID for the module or leave it as the default value, which appends _n to the original
module ID, where n increases by one each time the module is cloned.

4. Select whether to clone all revisions or only the latest.

5. Click Clone. The new module opens in the Catalog Editor, where you can configure its module and
session properties.

Additional Information

Define Module Properties
About Module Properties
About Learning Modules
About the Course CSV Loader

About the Program CSV Loader
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Delete a Learning Module

Course administrators can delete individual learning modules or select multiple modules and delete them in
bulk. You can delete learning modules in the Manage Center or via the Course CSV Data Loader.

When you delete a learning module, it is removed from the course catalog and no longer appears in catalog
search results. It is, however, still accessible to participants who are currently enrolled in it. Deleting a learning
module does not affect the training records of learners who have completed the course.

If you think you may want to reinstate the course or derive a new course from it, you can archive the learning
module instead of deleting it. When you archive a module it is removed from the catalog but remains in the list
of learning modules and you can un-archive it for use at a later time.

To delete a learning module
1. Go to Manage Center > Learning > Learning Modules.

2. Select Delete from the action menu of the learning module you want to delete. You are asked to confirm
the action.

Additional Information

Archive a Module

About Learning Modules
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About Module Properties

Module properties define learning modules, the LMS's container for your course. Some module properties are
common to all types of learning module, while others are specific to particular learning types. Properties are
grouped into separate pages in the Catalog Editor relating to different areas of module configuration, such as
catalog setup, enrollment, and cost and payment details.

Click the links below to learn more about the module properties configured in the Catalog Editor.
Catalog Setup
+ Module Properties (for catalog setup)
+ Cost Information
+ Objectives
+ References
+ Associated Programs
+ Revisions and Launch Preview
+ Virtual Archive
+ Checklist
+ Recommended Class Resources
Access Control / Enroliment Control
+ Module Security
* Prerequisites
+ Recommended Courses
+ Exam / Certification / Evaluation
+ Supervisor Assessment
+ Enrollment Policy
+ Enrollment Restriction
+ Email Preferences
Knowledge Center Setup
+ Setup Options
Launch Setup
+ Launch Properties

+ Proxied Launch Package
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Additional Information

Define Module Properties
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Define Module Properties

The module properties for catalog setup are used to classify the course in the catalog and appear in the Course
Details page and Knowledge Center.

To define launch properties, your user role must have unrestricted access to the Catalog Manager and Catalog
Editor—Module Management features in System Roles (Manage Features > Catalog Manager features).

To configure module properties for catalog setup

1. Go to Manage Center > Learning > Learning Modules, and click the name of the module to open. The
Catalog Editor opens at the Define Module Properties page.

2. Configure the properties as required.

3. Click the Save icon to save your changes.

Additional Information
Module Properties for Catalog Setup
About Learning Modules

About Module Properties
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Module Properties for Catalog Setup

The tables below describe general learning module properties relating to catalog setup. This information is
used to classify the course entry within a catalog.

Table: Learning Module Details

Property Description

Title The module title appears in the catalog and the course details page. It
should be concise and explicit. Module titles are saved in the learner's
transcript (their learning record), they are searchable in the catalog, and
could even be used for legal or regulatory purposes.

This is a mandatory field.

Description The module description appears in the catalog and the Course Details
page. It should be concise and explicit. Module descriptions are saved in the
learner's transcript, they are searchable in the catalog, and could even be
used for legal or regulatory purposes.

More Information You can enter a link to a website with information or resources related to
Hyperlink the course. The More Information Hyperlink is shown in the Course Details
and Knowledge Center.

Language All learning modules can be delivered in a specific language you select from
the list. For learning modules with more than one session, such as
classroom-based courses available in different locations, you can define the
learning module as multi-language and specify the delivery language for
each session. The languages available are determined by the languages
purchased by your organization.

The languages available for the module are shown in the Catalog Browser,
Catalog Search results, Course Details and Knowledge Center.

This is a mandatory field.

Vendor You can select the course vendor from the drop-down list. You set up
vendors on the Vendors page.

This information is not shown in the Course Details.

Duration Comments You can add the course duration, which is shown in the Course Details
and Knowledge Center.

Support Contact You can enter the name of one or more people who can provide learners
with support for enrollment or participation in the course. This information
is shown as plain text in the Course Details and Knowledge Center (that is,
HTML markup, such as email links, are not implemented).
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Enable Progress Tracker

Display "Indicate Interest

Show on other resources
tab instead of enrolled
learning modules tab
(tabbed interface only)

Check this box to enable the Progress Tracker for Programs. The Progress
Tracker shows learners their month-by-month progress through each of the
Program's constituent modules on a calendar page.

When enabled, the Progress Tracker link is shown for the Program on the
Current Learning Modules tab on the Learning page, and also in the Training
Progress widget on the Widget page.

This property applies only to Program learning types.

Check this box to enable learners to indicate their interest in taking the
course if they are unable to enroll. You can enable them to provide up to
three preferred dates and a comment, or just a comment.

Allowing learners to indicate their interest in taking a course can be useful
for scheduling classroom or virtual classroom sessions.

If you provide this option, a link is shown in the Course Details, enabling
learners to indicate their interest.

The Indicate Interest property is not applicable to Just-in-Time learning
modules.

This check box is shown only if the Show other resources tab (tabbed
interface only) System Configuration setting is enabled. Select this check
box to show the learning module in the Other Resources page in the
Learning Center.

The Other Resources page must be included in the navigations.xml file used
for the LMS's skin, as shown in this example navigations.xml extract:

<item labelKey="label.lLearningCentre"
txCode="TABLISTSESSIONS" >
<menu cssClassName="submenu">
<item labelKey="heading.currentCourses"
txCode="TABLISTSESSIONS" />

<item labelKey="label.Other_Resources™
txCode="OTHERRESOURCES" />

You can configure who is eligible to approve the task completion using the Signoff Options properties for Task

learning modules.
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Table: Signoff Options

Property Description

This task should be Select from the options who can mark the task as completed:
marked as completed by

+ The learner
+ The learner's Direct Appraiser
+ Any user who is the learner's Supervisor

« Any user who is an instructor of this task (through manual or
dynamic assignment)

+ Any user matching the following criteria:

If you select the last option, you can select any individual user, or users who
belong to specific user groups, roles and organizations, or a combination of
those criteria.

Check pre-requisites Select this check box to ensure that the task cannot be marked as
before marking task as completed unless the configured prerequisites (if any) have been met.
completed

You can assign modules to one or more catalogs using the Catalog Configuration properties.

Table: Catalog Configuration

Property Description

Visibility Check this box to show the learning module in the catalog or catalogs you
select in the Assign catalog field.

Only check this box for courses that learners can enroll themselves in. If you
don’t need learners to see the course details in the catalog, you can clear
this check box.

Select the Show in Catalogs check box last, after you have saved all the
other module properties. As soon as you save the properties in the Catalog
Editor (with this check box selected), the module becomes visible to
learners looking for courses. If other essential properties have not been
configured yet, learners may encounter errors if they try to enroll in the
course.
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Category You can select a category from the drop-down list to assign the learning
module to it.

You can use categories to group courses with related subjects. Learners
can refine a catalog search by subject but not category. Admins can search
on both category and subject, via the advanced filters on the Learning
Modules page in the Manage Center.

You set up categories on the Categories page.

Subject You can select a subject from the drop-down list to assign the learning
module to it.

A subject is the general topic covered by the course. You can group courses
with related subjects in a particular category to help you organize your
learning modules.

Learners can refine a catalog search by subject.

You set up subjects on the Subjects page.

Assign catalog You have to add a module to a catalog so that it can be found in Catalog
Search. You can add a module to multiple catalogs.

Click the Assign catalog field name to open the Catalog Selector, where you
can select one or more catalogs to add the course to.

The catalogs the module has been assigned to are listed in the box.

Image for Catalog Display Click the browse icon to open the Repository Manager, where you can select
an image file to use in the catalogs the module has been added to.

Images are displayed in different aspect ratios in the legacy user interface
(U1) and new responsive Ul.

In the legacy Ul, to see the whole image in the catalog, it must be no bigger
than 150 x 150 pixels. If you select an image with greater dimensions, the
Image Editor opens and you can either select a cropped area of the image to
use, or scale the image to fit 150 x 150 pixels. Scaling non-square images
changes the aspect ratio so they may appear stretched or squashed in one
dimension.

The new responsive Ul displays course and catalog images in approximately
a 16:9 width-to-height ratio. Any image size greater than 500 pixels wide can
be used and will be scaled without distortion to fit.

Click the Reset icon to reset the image to the default.

You can describe one or more target audiences for the course.

PeopleFluent Proprietary and Confidential 35



PeopleFluent Learning 22.07 Course Administration Module Properties for Catalog Setup

Table: Who should take this?

Property Description

Audience You can enter a description of the target audience for the course. You can
specify multiple audiences, each in their own Audience text box.

You can select and configure the collaboration tools that are available to learners for the course.

Table: Collaboration Tools

Property Description

Forum Check this box to include in the Knowledge Center > Forum page a link to
either the forum category or to a specific forum.

Peer Review/Comments Check this box to include in the Knowledge Center the option for learners to
rate the module and leave a comment. All learners with access to
the Knowledge Center for the course can see the rating and peer comments
left by others.

You can enter values for optional module attributes, which you can also include in the advanced filters on the
Learning Modules page in the Manage Center.

Additional Information

Define Module Properties
About Module Properties
About the Progress Tracker

About the Repository Manager
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Configure Cost Information for a Learning Module

Course administrators can configure cost information for the module and then configure its sessions to use it.
You can also configure sessions to override the module level cost information and define it at the session level.

Course costs can be charged in a specific currency or to organization token accounts.

5 To help with budgeting and planning activities, PeopleFluent recommends assigning a cost to the
course, even if participants are not charged. In this case you select Charged per Registration for
the Charge Procedure property and enter the cost to the company, per participant, to run the
course.

To configure cost information

1. Go to Manage Center > Learning > Learning Modules and click the name of the module to open. The
Catalog Editor opens at the Define Module Properties page.

2. Click Enter cost information in the Module Properties tab. The Cost Information page opens.
3. Enter the cost information properties. For more information, see Cost Information Field Reference.

4. Click the Save icon to save your changes.

Additional Information

Cost Information Field Reference

Configure Cost Information for a Session

About Token Payments

Create an Optional Payment Item

Pay for Course Enrollment with a One-off Token Payment

Refund a One-off Token Payment
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Cost Information Field Reference

The following cost properties specify how the course, session or program costs are registered in the Accounts
tab in the participant's profile when they enroll. Cost information can be configured at the module level and—
optionally—at the session level, which takes precedence over the module cost information.

Table: Cost/Enrollment Information

Property Description

Charge Procedure Select from the drop-down list how the course cost is registered and
charged.

Select Charged per Registration to register a charge each time a participant
enrolls in the course. The cost is registered in the Accounts tab in

the participant's profile. You cannot add optional payment items to this type
of charge.

Select Online Payment to enable the participant to make the payment via an
online payment gateway or with tokens. Online payments can be configured
to accept tokens or currency, and enable you to charge for optional payment
items.

Select Organization One Off Token Payment to charge a one-off amount for
an entire module and debit this amount from the organization's token
account instead of charging per individual learner enrollment.

For sessions, you can choose to use the setting configured at the module
level or select a different procedure.

Charged Cost Center For non-token payment, you can enter the name of a cost center to
associate the charge with.

If you enter a cost center, it overrides the cost center defined for the learner
(if applicable) in the User Editor. Otherwise, leave this field blank to use the
learner's cost center.

If the Show additional enrollment information in records/transcript System
Configration setting is enabled, the Charged Cost Center is shown in
the Knowledge Center > Records/Transcript area.

Currency For non-token payment, select from the drop-down list the currency in which
the course is charged.

The currency is shown in the Course Details for each module session.
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Cost For non-token payment, enter the cost in the selected currency.
For token payment, enter the number of tokens to charge for the course.

For organizational one off token payments, enter the number of tokens to
charge and click Deduct Payment to take the token payment from one or
more organizations.

The cost is shown in the Course Details for each module session.

Price Info You can include any extra information about the course cost here for any of
the charge procedures except Organization One Off Token Payment.

The price information is shown in the Course Details for each module
session.

Optional Payment Items

Optional payment items can represent generic categories of items, such as textbooks, starter packs or
accommodation, and can be used for multiple courses.

You can specify the costs of optional payment items for learners to buy when they are buying a course. You
can configure the cost of the items at the module or session level, so each session can have its own

pricing. You can also specify the cost type of optional payment items, which determines how the cost of each
is calculated.

Table: Optional Payment Items Cost Types

Optional Payment Item Description

Type

Per Night of Course This is calculated based on the total number of days that the course session
spans minus one. For example, if a course session spans five days (that is,
starts on Monday and ends on Friday), the computed duration for the
payment item will be four.

Per Business Night This is calculated based on the number of business nights that the course
spans. It does not include Friday, Saturday, and Sunday nights or the last
day of the course. For example, if a course session spans 14 calendar days
(starts on a Tuesday, 1st September and ends Monday, 14th September),
the computed duration for the payment item will be seven business nights.

Per Week of Course This is calculated based on the number of weeks that the course spans. It
does not take into account the fact that seven days equals one week. As
long as the course spans on a week, the week is then counted.

Per Unit This is calculated based on the number of units the participant buys.

% of Course Cost The cost for this payment item is calculated based on a percentage in
relation to the course cost.
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Additional Information

Configure Cost Information for a Learning Module
Configure Cost Information for a Session

About Token Payments

Create an Optional Payment Item

Pay for Course Enrollment with a One-off Token Payment

Refund a One-off Token Payment
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About Optional Payment Items

Optional Payment ltems are resources that learners can buy when they buy a course which is configured for
online payment. You may wish to set up optional payment items for generic categories of items that are
available for multiple courses, such as participant packs or accommodation.

You can configure the cost of optional payment items per module or per session, so each course can have its
own pricing. Item labels can also be localized so that they are displayed in the user's preferred language,
subject to the availability of language bundles.

To manage optional payment items, go to Manage Center > Learning > Optional Payment Items.

Additional Information

Create an Optional Payment Item

Update or Delete an Optional Payment ltem
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Create an Optional Payment Item

Course administrators can create an optional payment item for courses that are paid for using online payment
gateways. Optional payment items are listed in the Cost Information page in the Catalog Editor (but enabled
only for the Online Payment charge procedure).

To create an optional payment item

1.

Go to Manage Center > Learning > Optional Payment Items. The optional Payment Items page opens,
listing any existing items.

Click + Add Payment Item. The optional Payment Item page opens.
Enter the name of the item.

Optionally, enter the translation label key if you want the item to be displayed in other languages. Leave
this field blank to use the value provided for the item name.

Optionally, enter a description for the item.

. Click Add to save the item.

Additional Information

About Optional Payment Items

Update or Delete an Optional Payment Item
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Update or Delete an Optional Payment Item

Course administrators can update or delete optional payment items.

To update or delete an optional payment item

1.

Go to Manage Center > Learning > Optional Payment Items. The optional Payment Items page opens,
listing any existing items.

Click the name of the item to update or delete. The Optional Payment ltem page opens.
To update the item, edit its properties as required and click Update.

To delete the item, click Delete.

Additional Information

About Optional Payment Items

Create an Optional Payment Item

PeopleFluent Proprietary and Confidential

43



PeopleFluent Learning 22.07 Course Administration Enter Objectives

Enter Objectives

Course administrators can enter a list of objectives for a course, which are included in the course details shown
in the Knowledge Center.

The objectives are shown as a bulleted list. Initially you can enter up to 11 objectives. If you want to add more,
click the More Objectives link at the bottom of the list.

You can include HTML tags in the objectives to help format the text in each. For example:
+ Enclose text in <strong> </strong> tags to make it bold.
+ Enclose text in <em> </em> tags to make it italic.
+ Split a single objective bullet point into two or more lines by including the <br> tag to end a line of text.

You can also enclose text in <span style="style definition"> </span> to use CSS to style textin an
objective. For example, to highlight the word management with a yellow background, you would enter the
objective as:

Train the <span style="background:yellow;">management</span> in the use of...
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About Reference Resources

You can provide online resources for course participants and instructors. These resources can be:
+ Alink (URL) to a file maintained outside of the LMS
+ A file uploaded to the LMS Repository

+ Alink to open embedded content from an external site (for example, the embed link from a YouTube
video), which opens in a pop-up.

Learners and instructors can access resources from these areas of the LMS:
+ The Course Details page (if catalog access has been enabled)
+ Knowledge Center (Reference Resources page and Overview page)

+ Universal Search > Reference Resources

Additional Information
Add Reference Resources to a Learning Module
Delete Reference Resources from a Learning Module

About the Repository Manager
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Add Reference Resources to a Learning Module

Course administrators can provide online resources for course participants and instructors.

To add a reference resource to a learning module

1.

10.

Go to Manage Center > Learning > Learning Modules and click the name of the module to open. The
Catalog Editor opens at the Define Module Properties page.

Click Enter references in the Module Properties tab. The Reference Resources page opens.
Click Add New Reference. The Add New Reference modal pop-up opens.

To include a file from the Repository, click the browse icon to open the Repository Manager, where you
can select the file.

To include a file or embedded content from outside of the LMS, enter the URL.

. Select the check boxes to specify whether learners, instructors or both can access the resource.
. Select the Reference Type.

. Select the check box if you want to include a link to the resource in the catalog, which allows people to

download it without having to enroll in the course first. You can also enable or disable catalog access to
the resource from the action menu on the Reference Resources page.

Click Add to create the reference to the resource in the LMS.

Click the Save icon to save your changes.

Additional Information

About Reference Resources

Delete Reference Resources from a Learning Module

About the Repository Manager
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Delete Reference Resources from a Learning Module

If you have unrestricted access permission to edit a learning module, you can delete reference resources
assigned to it. Deleting a reference resource does not remove it from the repository.

To delete a reference resource from a learning module

1. Go to Manage Center > Learning > Learning Modules and click the name of the module to open. The
Catalog Editor opens at the Define Module Properties page.

2. Click Enter references in the Module Properties tab. The Reference Resources page opens and lists the
reference resources assigned to the module.

3. Select the check boxes of the references you want to delete and select Delete from the Bulk Action drop-
down list.

4. Click the Save icon to save your changes.

Additional Information

About Reference Resources

Add Reference Resources to a Learning Module
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About the Indicated Interest List

The Indicated Interest List shows the learners who have indicated their interest in enrolling in the course.
Learners may indicate their interest in taking a course in the Course Details page if the Display Indicate
Interest check box is selected on the Define Module Properties page in the Catalog Editor.

The table shows:

+ The learner's name

+ Their email address

+ Their preferred dates (if allowed)

+ The date on which they indicated their interest
Additionally, you can move the pointer over the learner's name to view their comment.
For each learner in the list you can:

« Enroll them in the course, selecting a session for them

+ Send them an email

+ Remove them from the Indicated Interest List

You can select one of the options from the action menu for individual learners in the list, or you can check the
boxes of multiple learners and select an action from the Bulk Action drop-down list.

When you enroll one or more learners, you select a session and then group enroll them in the session from the
Group Enrollment page in the Session Properties tab. On successful enrollment, the learner is automatically
removed from the Indicated Interest List.

You can administer the Indicated Interest List in the Catalog Editor or the Indicated Interest List Administration
page. To open the Indicated Interest List in the Catalog Editor, go to Manage Center > Learning > Learning
Modules and select a learning module. To open the Indicated Interest List Administration page, go to Manage
Center > Learning > Indicated Interest Administration.

Additional Information
Define Module Properties
Group Enroll or Withdraw Learners in a Session

Indicated Interest List Administration
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Indicated Interest List Administration

Administrators can review all learners who have indicated their interest in enrolling in a course. In the Indicated
Interest List Administration page you can:

« Filter the list of learners
+ Send them an email, individually or in bulk
+ Remove them from the indicated interest list, individually or in bulk

To administer the indicated interest list, your user role must have unrestricted access to the Catalog Manager
feature in System Roles (Manage Features > Catalog Manager Features).

To open the Indicated Interest List Administration page
1. Go to Manage Center > Learning > Indicated Interest Administration.

2. To send an email to an individual learner for a specific course, select Send Mail from the corresponding
action menu in the list.

3. To send an email to multiple learners, select the corresponding check boxes in the list and then select
Send Mail from the Bulk Action drop-down list.

4. Toremove a learner from an indicated interest list for a course, select Remove from the corresponding
action menu in the list.

5. To remove multiple learners from the indicated interest lists for one or more courses, select the
corresponding check boxes in the list and then select Remove from the Bulk Action drop-down list.

Additional Information

About the Indicated Interest List
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Configure Associated Programs

Course administrators can see which program sessions include the learning module being edited in the Catalog
Editor.

For each associated program session, you can:
+ View the program module properties
+ View the program session properties
* Run a session enrollment update (also available as a bulk action)
+ Update the deadline for participants
+ Edit the association (also available as bulk action)
+ Remove the association

You can select the actions above from the action menu for individual program sessions in the list, or you can
check the boxes of multiple program sessions and select an action from the Bulk Actions drop-down list.

If you are editing a session, you can assign the it to one or more program sessions, including specifying
program module settings like Required and Auto-Enroll. To assign a session to a program session, click + Add
to Program Session.

To configure associated programs

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
configure associated programs for. The Catalog Editor opens at the Define Module Properties page.

2. Click Associated Programs in the Module Properties tab. The Associated Programs page opens.
3. Select an action from the action menu.

4. Click the Save icon to save your changes.

Session Enrollment Update

When the structure of a program session changes, it is sometimes necessary to explicitly update enroliments
to reflect the new structure. Session Enrollment Update re-runs enrollment processing for the session.

When you run a program session enrollment update, you can choose one or more of the following options:
+ Update the current program session enrollments for participants currently enrolled in the session
+ Re-enroll learners who have previously completed the program session

+ Send an email notification to each learner affected by the enroliment update

Progress Tracking Deadline Update

Participants must complete assigned modules by the deadlines specified in the Learning Program Session
Module Assignment page to maintain a program progress of On Target. Deadlines are calculated and fixed at
the time of enrollment, so changing a deadline in program's session properties affects only learners who enroll
after it has been changed.
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To apply an updated deadline to participants already enrolled in an associated program, select Update Deadline
of Users from the action menu of the session.

To apply an updated deadline to multiple associated programs, check the boxes of the associated programs in
the list and then select Update Deadline of Users from the Bulk Action drop-down list.

Edit the Association

You can update one or more module's weighting, order and credits for the associated program session, specify
whether it is required, and run an enroliment update.

Remove the Association

When you remove an association with a single associated program, you can run an enroliment update.

Additional Information
About Learning Programs
Session Enrollment Update

Learning Program Session Module Assignment
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About Revisions and Launch Preview

To ensure learning modules are up-to-date when elements of the course change, you can import course
revisions. The new revised learning modules are recorded in the LMS in addition to the previous versions, so
the LMS can hold many different revisions of a particular course. Only one revision is presented to learners in
the course catalog, though, and that is usually the latest, subject to approval.

Each revision can be in one of three states: Effective, Approved or Preview. Only the Effective revision is
available to learners for enrollment.

When you import a revision you can make it available to learners immediately or mark it for preview by course
administrators only. Revisions marked for preview are suffixed with (Preview) in the revisions list and are not
available to learners.

Each time you import a course revision it is stacked in the list of revisions from bottom to top, so the latest
revision appears nearer the top. However, the order of revisions can change when you approve a revision or
make it effective. The Effective revision is ranked at the top, followed by Approved revisions, followed by
Preview revisions.

As a course administrator you can mark a Preview revision as Approved. Approved revisions are not publicly
available to learners, but course administrators can enroll learners in Approved revisions using Group Enroll.
For more information, see Approved Revisions, below.

There can be only one Effective revision. Likewise there can be only one Approved revision at a time. Implicitly,
you can rank Effective revision as the highest state followed by Approved revision then Preview revision.
Marking or importing an Effective revision can nullify the states of any previous Effective revision, Approved
revision and/or Preview revision(s), so Approved or Preview revisions can only appear in the list ranked lower
than an Effective revision but not higher.

The same logic can apply to Approved revisions. Marking as Approved can nullify the states of any previous
Approved revision and/or Preview revision(s), so Preview revisions can only appear in the list ranked lower than
an Approved revision but not higher.

Importing Revisions for Modules Associated with Programs

If you select Also re-enroll learners in completed programs for which this module is mandatory, the LMS finds all
learners who have completed a previous revision of course. If the completion is linked to a program, the LMS
finds the immediate active program containing the revised module to run session enrollment update, or it finds
the topmost level completed program to run re-enroliment.

If a learner has completed two different programs which both contain the revised module, two re-enrollments
are done. Therefore with this option, any learner who completed the revised module before can take the latest
revision and preserve the program-module relationship.
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@ While not recommended for regulated environments, you can have the option to publish new
revisions to learners whose status in earlier revisions is Completed. Learners reopening the
completed course will launch the effective revision but it will still be marked as completed.

The option All enrolled learners, including those who have already completed the course is
provided only when it is enabled in System Configuration. To enable this option, go to Manage
Center > System > System Configuration and select the check box labelled Allow administrators
to publish new revisions to learners whose status in earlier revisions is Completed.

Approved Revisions

This intermediate revision state enables organizations to push learners to get a head start with enrolling into
the most up-to-date content, even though this update has not been marked as effective yet in fulfilling other
requirements. This feature is aimed at highly productive environments where employees have to get a head
start on the latest training materials before the training is officially released. For courses that don't require this
much complexity in rolling out training materials, simply stick to importing the content as the effective revision.

Only course administrators can enroll learners into an approved revision from Catalog Editor > Group Enroll.
Although this revision type is not publicly available to learners, transcript details about this revision is available
in Current Courses, Records/Transcripts or other areas. Learners cannot self-enroll or be assigned with a
course on approved revision, an administrator has to manually group enroll learners.

When you approve a revision learners are automatically re-enrolled under the following conditions:

+ Arevision is marked as Approved and learners have not yet completed an earlier Approved revision.
This acts as an auto carry-forward before the newest Approved revision nullifies any previous Approved
revision.

+ Alearner completed a revision and there is an Approved revision to be taken.
This is the auto get ahead logic for those who have previously completed the module.

+ A learner who will complete any revision and there is an Approved revision to be taken.
This is the auto get ahead logic for those who will complete an earlier revision.

When an Approved revision is marked as Effective, learners who have already completed the
Approved (now Effective) revision are not re-enrolled.

Additional Information

Import a Module Revision in the Catalog Editor
Approve a Module Revision

Make a Preview Revision Available to Learners
About Importing Module Revisions

Import a Module Revision in the Import Content Package Wizard
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Approve a Module Revision

You can approve a revision marked as Preview to enable learners to be enrolled in it before it is officially
released.

To approve a Preview revision

1. Go to Manage Center > Learning > Learning Modules and select the module to update. The Catalog
Editor opens at the Define Module Properties page.

2. Click Revisions and Launch Preview in the Module Properties tab. The Revisions and Launch Preview
page lists the revisions for the module.

3. Select Mark as Approved from the revision's action menu. You are asked to confirm the approval in a
pop-up dialog.

Additional Information
About Revisions and Launch Preview
About Importing Module Revisions

Make a Preview Revision Available to Learners
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Make a Preview Revision Available to Learners

If you have imported a module revision for preview only, a Preview link is added to the Module Properties tab in
the Catalog Editor. Only course administrators (with permission to view the module) can view the preview.

To make a Preview revision available to learners

1. Go to Manage Center > Learning > Learning Modules and select the module to update. The Catalog
Editor opens at the Define Module Properties page.

2. Click Revisions and Launch Preview in the Module Properties tab. The Revisions and Launch Preview
page lists the revisions for the module.

3. Select Mark as Effective from the revision's action menu. The Mark as Effective dialog opens where you
can select who to make the new revision available to.

Additional Information
About Revisions and Launch Preview
About Importing Module Revisions

Approve a Module Revision
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Archive a Module

You can archive a module when you no longer want learners to enroll in it. Archived modules are marked as
virtually archived because no files or records are deleted from the LMS; training records relating to virtually
archived modules are kept and reports still include data about archived modules. When you archive a module it
is removed from the catalog and catalog search, and learners can not enroll in it.

You can archive a module immediately or specify a date on which the LMS will archive it automatically, using a
background process.

You can also remove a module from the virtual archive to make it available to learners again.

To archive a module, you user role must have unrestricted access to the Catalog Manager and Catalog Editor -
Module Management features in System Roles (Manage Features > Catalog Manager Features).

Participants who are currently enrolled in a course when it is archived can still access it until it is
marked as completed.

To archive a module

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
archive. The Catalog Editor opens at the Define Module Properties page.

2. Click Virtual Archive in the Module Properties tab. The Virtual Archive page opens.
3. To archive the module with immediate effect, select the Archive check box and click the Save icon.

4. To archive the module on a specific date, select a date in the Auto-Archive Date calendar picker and
then click the Save icon.

Additional Information

Delete a Learning Module

About Learning Modules
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About Course Checklists

You can configure checklists to track preparatory tasks such as booking a venue for classroom training, plane
tickets and hotels for participants. For a module, you can configure a checklist that applies to all sessions, and
in Session Properties you can configure checklist items specific to individual sessions, which can have a more
flexible deadline relative to the session start or end date. You can choose to create your own checklist item or
base it on a predefined template.

When you create a checklist item you assign it to an owner, that is, the person responsible for completing it.
When you assign a new owner, they are sent an email notification using the email template specified in the
Course Checklist Owner Change Email Template setting in System Configuration. To select a specific email
template, go to Manage Center > System > System Configuration, select the Catalog category and click the
browse icon for the Course Checklist Owner Change Email Template setting.

If you set a deadline for completion of the checklist item, the LMS can send a reminder email to the item owner
a specified number of days before the deadline, using an email template specified in the Course Checklist Item
Reminder Email Template setting in System Configuration. To select a specific email template for the reminder,
go to Manage Center > System > System Configuration, select the Catalog category and click the browse icon
for the Course Checklist Item Reminder Email Template setting.

To configure the course checklist for a module or session, or to review checklist items, go to Manage Center >
Learning > Learning Modules and select a learning module. The Checklist page is available for modules and
sessions.

Relative Deadlines for Session Checklist Items

To provide more flexibility in setting the deadline, other than a fixed date, you can configure the deadline of a
checklist item to be relative to the session's start or end date. The session must have a defined start or end
date in order to do this.

@ Note that for online learning modules this option is available when the system configuration
setting In catalog editor, show start date and end date fields for online modules is enabled.

Checklist Templates

You can create checklist templates, which are containers for one or more checklist items that you can apply to
any number of learning modules or sessions. This saves time as you can create common checklist items once
and apply them multiple times instead of having to re-create them each time. You can use the Permissions
selector to configure who can view and who can edit checklist templates.

Reviewing Checklist Items

Course administrators can review checklist items in the Catalog Editor or—if you are the item owner—on the
Course Checklist page. Course instructors can review their assigned checklist items on the Course Checklist
page. In either case, when a checklist item is done, you mark it as complete.

LMS administrators and instructors must have unrestricted access to the Course Checklist Role Access Control
in order to review checklist items and mark them as complete.
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Additional Information
Configure Checklist Items

Create a Checklist Template
Review a Course Checklist

Permissions
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Configure Module Checklist Items

Course administrators can configure checklists for learning modules and sessions to track preparatory
tasks such as booking a venue for classroom training, and plane tickets and hotels for participants. You can
create a new checklist item by completing the required checklist item fields, or you can generate one or more
checklist items from a predefined template.

When you generate checklist items from a template, you can edit each item if required, assigning it to a
different owner, for example.

To create a checklist item

1.

8.

9.

Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
configure a checklist for. The Catalog Editor opens at the Define Module Properties page.

Click Checklist. The Checklist page opens and by default lists any previously created checklist items
that have not been completed.

. Select Create New Item from the Create Checklist Item drop-down list. The Create Item dialog opens.

Enter a descriptive name for the item.

Assign an owner to the checklist item. Optionally, click the browse icon and select the LMS user to
assign it to. When you assign a new owner, they are sent an email notification immediately.

To set a deadline for a module checklist item to be completed, select a date from the Deadline date
picker field.

To send a reminder email to the item owner a specified number of days before the deadline, select the
Send reminder check box.

Click OK to save the checklist item.

Click the Save icon to save your changes.

To generate a checklist from a template

1.

2.

Repeat steps 1 and 2 above to navigate to the Checklist page in the Catalog Editor.

Select Generate from Template from the Create Checklist ltem drop-down list. The Create ltem dialog
opens.

Select the template from which to add the checklist items from the drop-down list and click OK. The
checklist items defined in the template are added to the checklist.

To edit a checklist item, select Edit from its action menu.

Click the Save icon to save your changes.

Additional Information

Create a Checklist Template

About Course Checklists
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Create a Checklist Template

Checklist templates are containers for one or more checklist items that you can apply to any number of

learning modules or sessions. This saves time as you can create common checklist items once and apply them

multiple times instead of having to re-create them each time. Course administrators can create a checklist
template.

To create a checklist template

1. Go to Manage Center > Learning > Checklist Template. The Checklist Template page opens, listing any
previously created templates.

2. Click + Create Checklist Template or, to edit an existing template, click the template name in the list.
The Create/Edit Checklist Template page opens.

3. Enter a descriptive name for the template in the Template Name field.

4. Click + Create Checklist Item to add an item to the template. The Create Item dialog opens. You can ad
any number of checklist items, configuring them one at a time.

5. Configure the checklist item fields.
6. Repeat steps 4 and 5 until you have added all of the required checklists items to the template.
7. To edit a checklist item in the template, select Edit from its action menu.

8. To delete a checklist item from the template, select Delete from its action menu. When you delete a
template the checklists created from that template are not deleted from the modules or sessions they
have been added to.

9. Click Permissions to configure the read-only and unrestricted access to the template. Read-
only permission allows LMS users to view the template and use it to generate checklists in the Catalog
Editor. Unrestricted permission allows users to edit the template checklist items in addition to using
templates in the Catalog Editor.

10. Click Save to save the template. Course administrators can now generate checklist items from the
template.

Additional Information
About Course Checklists

Configure Module Checklist Items
Configure Session Checklist Items

Permissions

d
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Review a Course Checklist

Course instructors can review checklist items assigned to them in the Workspace > Course Checklist page.
Course administrators can also review the status of checklist items in the Catalog Editor.

When you open the Course Checklist page from the Workspace menu you see a list of checklist items assigned
to you that have not been completed. For a module checklist item, only the module title is shown; for a session
checklist item, both module and session title (or session code if session title absent) are shown.

When you have completed a checklist item, you update its status from Incomplete to Completed. You can also
revert the status of an item from Completed to Incomplete.

To review a course checklist that has been assigned to you

1. Go to Home > Workspace > Course Checklist. The Course Checklist page opens and lists all incomplete
items assigned to you.

2. Select the course and session from the drop-down lists and click Filter.

3. To update the status of an item to Completed, click its check mark icon. Its status is updated to
Competed with the current date, time and your user name. Repeat this step for all items you want to
mark as completed.

4. To revert the status of a completed item to Incomplete, filter the list to show completed items, then click
its check mark icon. The status changes back to Incomplete and the date, time and user name are
removed.

To update the status of a checklist item in the Catalog Editor

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
configure a checklist for. The Catalog Editor opens at the Define Module Properties page.

2. Click Checklist. The Checklist page opens.

3. Filter the list to show either or both completed and incomplete checklist items by selecting an option
from the ltem Status drop-down list.

4. To update the status of a checklist item, select Mark as Completed or Mark as Incomplete as required
from its action menu.

Additional Information

About Course Checklists
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About Recommended Class Resources

The Recommended Class Resources page lists the resources recommended for the module's classroom
sessions. You can add and remove resources recommended for the module.

The list of recommended class resources includes class resource attributes, which are properties you can
define for your class resources. When you select resources to add to the list, you can search for resources and
filter the results on their attributes. For example, different projector class resources could have an attribute that
specifies whether it is HDMI compatible and another that specifies whether it is VGA compatible, so that you
can select the correct projector based on the computer's video output standard.

You can define class resources in the Class Resources page, and resource attributes in the Class Resource
Attributes page.

To configure recommended class resources for a session, your user role must have unrestricted access to
the Catalog Editor (Manage Features > Catalog Manager Features).

You configure recommended class resources in the Modules tab in the Catalog Editor. To open the Catalog
Editor, go to Manage Center > Learning > Learning Modules and select a learning module.

Additional Information

Configure Recommended Class Resources
About Class Resources

About Class Resource Attributes
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Configure Recommended Class Resources

Course administrators can add class resources that are recommended for this course, or remove any that are
no longer recommended. Recommended class resources will be automatically loaded when new classes are
added to the class schedule for a session of the course.

To add a recommended class resource

1.

Go to Manage Center > Learning > Learning Modules and click the name of the classroom based
module you want to recommend a class resource for. The Catalog Editor opens at the Define Module
Properties page.

Click Recommended Class Resources in the Module Properties tab. The Recommended Class
Resources page opens and lists any class resources recommended for the course.

To add one or more resources, click + Add Resource. The Resource Name selector page opens, in which
you can search for resources using multiple criteria, including class resource attributes.

When you have selected the class resources, click OK. You are returned to the Recommended Class
Resources page, which now lists the recommended class resources you selected.

Click the Save icon to save your changes.

Additional Information

About Class Resources

About Recommended Class Resources
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Define Module Security

Course administrators can configure access permissions for a learning module to specify who can view it or
make changes to it.

To allow administrators to view and edit the module details, you must give them unrestricted access
permission. To prevent them from making changes, give them read-only access.

To allow course instructors to administer a specific learning session from the Session Administration page,
you must give them read-only access permission to the session. To allow instructors to administer all sessions
for a learning module, you must give them read-only access permission to the learning module (in which case
you do not need to give them permissions for each session).

You must also give learners read-only access to a module to enable them be enrolled in it.
To configure the permissions for a learning module

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to set
the permissions for. The Catalog Editor opens at the Define Module Properties page.

2. Click Define Module Security in the Module Properties tab. The Define Module Security page opens.
3. Click Permissions. The Permissions Selector opens.
4. Select the users to give read-only access to (that is, learners and instructors).

5. To give other administrators unrestricted access to be able to edit the module, click Unrestricted Access
and select the users.

6. Click the Save icon to save your changes.

Additional Information

Permissions

User Selector
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Assign Prerequisites

Course administrators can assign prerequisites to learning modules to ensure that participants are properly
prepared for a course. You can assign two groups of one or more prerequisite learning modules. Each group
can require all (AND logic) prerequisites to be met or at least one (OR logic). For each group you can select how
the prerequisites have been met (for example, the overall status must be set to Completed).

To assign prerequisites to a module

1.

10.

11.

12.

Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
assign one or more prerequisite modules to. The Catalog Editor opens at the Define Module Properties

page.
Click Assign Prerequisites in the Module Properties tab. The Assign Prerequisites page opens.
Click the Assign prerequisites link. The Currently Required Module(s) page opens in a new window.

Enter a search term to search for the prerequisite module or select a catalog and learning type to help
refine the search results.

. Click Filter. The learning modules matching your search criteria are listed in the Available Choices box.

Select one or more modules in the list and click the down-facing chevron to add them to the Selections
box.

Repeat steps 4 to 6 to search for other learning modules, if required. To remove a module, select it in the
Selections box and click the up-facing chevron.

Click OK to return to the Assign Prerequisites page.

Select the prerequisite check type from the drop-down list. It will be applied to all of modules in the
Currently Required Module(s) list.

If you assigned more than one prerequisite learning module, select from the Prerequisite Business Logic
drop-down list whether the check type condition must be met by all prerequisites (Use AND logic) or just
one (Use OR logic).

Click the Save icon to save your changes.

To assign a secondary set of prerequisites, which must be met in addition to the first, repeat steps 2 to
11 above.
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Assign Recommended Courses

Course administrators can assign one or more courses to recommend to learners to complement a learning
module. Recommended courses are listed in the Course Details page. Learners can click the name of the
recommended course to open its Course Details page and enroll or request enrollment as required.

Unlike prerequisites, recommended courses are not mandatory.

To assign a recommended course to a learning module

1.

Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
assign the recommend course to. The Catalog Editor opens at the Define Module Properties page.

Click Assign Recommended Course(s) in the Module Properties tab. The Assign Recommended
Course(s) page opens. Any recommended courses are listed in the Currently Added Modules box.

Click the Assign Recommended Course(s) link. A selector page opens in which you can search for
courses.

Enter or select any of the search criteria for the course(s) you want to recommend. You can search on
the module name or description in the Search text box, select a catalog, and select a learning type.

Click Filter to see the courses matching your criteria.

To add one or more courses to the list of recommended courses, select each course in the Available
Choices box and click the single chevron to move them to the Selections box.

Repeat steps 4 to 6 to find other courses as required, and then click OK. The courses are added to
the Currently Added Modules box.

To remove courses from the Currently Added Modules box, select them and click the Remove
Recommended Course(s) link.

. Click the Save icon to save your changes.

Additional Information

Search Guidelines
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Assign Exams, Certifications and Evaluations

Administrators can assign one or more exams, a certification and an evaluation to a learning module. The
exams, certification and evaluation must have been configured in their respective areas of the Manage Center.

To assign exams, certifications and evaluations to a learning module

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
assign the exams, certifications or evaluations to. The Catalog Editor opens at the Define Module
Properties page.

2. Click Assign exam/certification/evaluation in the Module Properties tab. The Associated Exams/
Certification/Evaluation page opens.

3. Assign the exams, certification or evaluation as described in the sections below, which correspond to
the three sections of the Associated Exams/Certification/Evaluation page in the Catalog Editor.

4. Click the Save icon to save your changes.

Exams

You can select any number of exams and specify whether they are mandatory, and whether passing all or any
of them automatically completes the learning module for the participant. You can also select the language the
exam will be delivered in, if it is available in more than one.

Course participants can launch exams from their Learning Center and the Knowledge Center.

For On-the-Job Training learning types, you can assign Supervisor Assessment exams, intended to be competed
by the participant's direct appraiser or supervisor. The participant cannot complete the course themselves, its
completion depends on the assessment exam taken by the direct appraiser or supervisor.

To assign one or more exams

1. To assign one or more exams, click the + icon. A selector page opens in which you can search for and
select exams.

2. If you want to make it mandatory to pass all of the selected exams in order for the participant to
complete the module, select the Mandatory check box.

3. Select whether passing the exams automatically completes the module for the participant.
4. For exams available in more than one language, select from the Delivery Language drop-down list how

the delivery language is determined.

Certification

You can select a certification to associate with the learning module. Certificates are typically awarded on
completion of the course or, if there is an associated certification exam, on passing the exam.

To assign a certification

1. Click the browse icon in the Certification field. A selector page opens in which you can search for and
select a certification.

2. To remove the certification, click the delete icon. The certification name is removed from the
Certification field.
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Evaluation

Evaluations are a type of exam. You can select an evaluation to associate with the learning module, and specify
whether it is mandatory for participants to complete it.

To assign an evaluation

1. Click the browse icon in the Evaluation field. A selector page opens in which you can search for and
select an evaluation.

2. To remove the evaluation, click the delete icon. The evaluation name is removed from the Evaluation
field.

Additional Information

Associated Exams/Certification/Evaluation Field Reference
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Associated Exams/Certification/Evaluation Field Reference

The table below describes the fields in the Associated Exams/Certification/Evaluation page in the Catalog

Editor.

Table: Associated Exams/Certification/Evaluation Field Reference

Field Description

Exams

Mandatory

Passing exam(s)
automatically completes
this module

Delivery Language

Certification

Evaluation

Click the + icon to select one or more exams to associate with the learning
module.

Select the check box to make it mandatory to pass all of the selected exams
in order for the participant to complete the module.

Select whether passing the exams automatically completes the module for
the participant.

For exams available in more than one language, select from the Delivery
Language drop-down list how the delivery language is determined.

Auto-Select

The LMS delivers the exam in a language using the following order of
precedence:

1. The exam is delivered in the same language as the module it is
assigned to, if the exam is available in that language.

2. The exam is delivered in the language specified in the participant's
User Preferences setting, if the exam is available in that language.

3. The exam is delivered in the language specified for the exam in the
Exam Manager.

Selection on Launch

The participant can select any of the languages available for the exam when
they launch it.

Specific Language

The exam is delivered in the language you select from the Delivery
Language drop-down list.

Click the browse icon to select a certification.

To remove the certification, click the trashcan icon.

Click the browse iconto select an evaluation.

To remove the evaluation, click the trashcan icon.
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Mandatory Select whether passing the evaluation is mandatory for participants to
complete the module.

Additional Information

Assign Exams, Certifications and Evaluations
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Assign Supervisor Assessment

Course administrators can assign one or more supervisors and a supervisor assessment exam type only to On-
the-Job (OTJ) learning types. The supervisor must complete the associated supervisor assessment exam for
the participant to complete the course. Assigning one or more default supervisors on this page means that all
participants for the course must be assessed by the selected supervisor (or one of several, if specified).
Alternatively, you can specify supervisors for individual participants or those in a group enroll for OTJ courses.

Subject to availability, you can also choose the language that the supervisor assessment is delivered in. The
default selection is Auto-Select, which delivers the assessment in the same language that the OTJ training
course was delivered, if possible. You can allow the supervisor to select a language when they launch the
assessment, or you can select a specific language from those available for the assessment.

To assign a supervisor assessment to an OTJ learning module

1.

Go to Manage Center > Learning > Learning Modules and click the name of the OTJ learning module
you want to assign a supervisor assessment to. The Catalog Editor opens at the Define Module
Properties page.

Click Assign Supervisor Assessment in the Module Properties tab. The Assign Supervisor Assessment
page opens.

Click the browse icon to select a supervisor assessment exam to complete the OTJ training. The
Supervisor Assessment selector page opens in a new window.

Select the Supervisor Assessment exam for the OTJ course.

. Select one or more check boxes to specify who can carry out the supervisor assessment. The learner's

direct appraiser is selected by default. To select one or more LMS users who are not the learner's direct
appraiser or supervisor (as configured in the user's profile), click the Select link. The Permission Selector
page opens in a new window.

Optionally, select the supervisor assessment delivery language from the drop-down list.

Click the Save icon to save your changes.

Additional Information

About On-the-Job Training

PeopleFluent Proprietary and Confidential 71



PeopleFluent Learning 22.07 Course Administration Define an Enrollment Policy for a Learning Module

Define an Enrollment Policy for a Learning Module

Course administrators define the module security and an enrollment policy for a learning module to control
access to it and the enrollment process workflow.

There are three sections of the Define Enroliment Policy page:
+ Enrollment Security
+ Enrollment Policy
+ Allow reopen

The Enrollment Security properties control which learners or organization members are allowed to enroll in or
be enrolled in the learning module or program, and other enrollment related actions those participants can
take.

The Enrollment Policy determines the enrollment processing workflow, such as whether the learner's manager
must approve the enrollment. You can assign a single policy for the course as well as user group and
organization specific policies, which can take precedence.

@ Approval-based organization-level enrollment policies do not take precedence over the Default
Policy if it is assigned to a learning module.

The Allow reopen property controls whether participants can re-open the course and download resources once
it has been completed. They do not gain additional credit for completing the course again.

For more information about the properties in each section, see Learning Module Enrollment Policy Properties.
To define an enrollment policy for a learning module

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
define the enroliment policy for. The Catalog Editor opens at the Define Module Properties page.

2. Click Define Enrollment Policy in the Module Properties tab. The Define Enroliment Policy page opens.

3. Inthe Enrollment Security section, check the boxes to control access to the course and other actions
participants can take relating to enrollment. Select any organization or user constraints as required.

4. Inthe Enrollment Policy section, click the browse icon to select a different enroliment policy from the
Default Policy, if required. The Enrollment Policy Editor opens in a new window, where you can select a
policy or create a new one, if necessary.

To select an enrollment policy from the Enrollment Policy Editor, click the policy in the Policies tab and
then click the Select icon on the toolbar.

5. To assign a different enrollment policy for members of an organization, click the Organization Group
option to select it, and click the browse icon to select the organization and the enroliment policy to
assign to its members for this learning module. You can add different policies for different
organizations.

6. If you added an enrollment policy for members of an organization, you can check the box to ensure that
an enrollment policy that has been specified (in Manage Center > Users > Organization Maintenance)
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for the participant's organization takes precedence over an approval-based policy specified for the
course.

7. To assign a different enrollment policy for members of a user group, click the User option to select it,
and click the browse icon to select the user group and the enrollment policy to assign to members of it
for this learning module. You can add different policies for different user groups.

8. Select the check box to apply the Enrollment Policy if the learners select an active session or are
transferred from a Prompt User to Select Session session.

9. In the Allow reopen section, select the check box to allow learners to re-open the course and download
resources after they have completed it.

10. Click the Save icon to save your changes.

Additional Information

About Enrollment Policies
About the Default Enrollment Policy
Learning Module Enrollment Policy Properties

Organization-level Enrollment Policies
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About the Default Enrollment Policy

The default enrollment policy (Default Policy) is an enrollment policy that does not require an approval process.
It is assigned to new courses by default and you can use it to allow learners to self-enroll without waiting for
the enrollment to be approved by a manager, supervisor or other reviewer.

Approval-based enrollment policies assigned to an organization do not override the Default Policy if it is
assigned to a course.

Additional Information

About Enrollment Policies
Define an Enrollment Policy for a Learning Module
Learning Module Enrollment Policy Properties

Organization-level Enrollment Policies
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Learning Module Enrollment Policy Properties

The table below describes the properties in the Define Enrollment Policy page in the Catalog Editor.

Table: Learning Module Enrollment Policy Properties

Property Description

This module/program currently Select this check box to allow public users (that is, users who are

allows public access not logged into the LMS) to access this course.

Allow self-enrollment Select this check box to allow learners to enroll in the course
themselves.

Allow user to WITHDRAW Select this check box to allow learners to withdraw their enrollments

before starting the course.

Prompt user for reason for the If Allow user to WITHDRAW is selected, select this check box to
withdrawal prompt the learner for a reason for withdrawing their enrollment.

To record the withdrawal and withdrawal reason in the learner's
transcript record, the System Configuration options Retain transcript
records for user withdrawals or withdrawal equivalents and Record all
withdrawals (except withdrawals performed using the group
withdrawal function) must be enabled. For more information, see
About Course Withdrawal.

Allow user to mark Completed Select this check box to allow participants to mark their enrollments
(Self-Asserted) as completed.

Allow status changes to be made Select this check box to allow learners to change their enroliment at
at any time (e.g., ignore standard any time. For example, it allows participants to withdraw from the
business rules) course after starting it. You do not need to select this check box to

enable administrators to change a participant's enrollment status in
the Catalog Editor.
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Allow session transfer Select this check box to allow learners to transfer onto an
alternative session, either by themselves or by a reviewer. A Session
Transfer button is available for the transcript if:

« The transcript status is Not Started, In Process, or Session
Selection Needed

+ There are alternative sessions satisfying all of the following
requirements:

« Status of Active, Invitation only, or Prompt user to
select session

+ Start Date that is in the future or not specified
+ Current date within the Enrollment Period
« The number of participants is less than the maximum

A reviewer with the Session Transfer and Review Records/
Transcript Access Controls can also carry out Session Transfers
regardless of this setting.

Disallow re-enrollment Select this option to prevent learners from re-enrolling in the course
when they have one or more previous enrollments with status
Completed, Completed Self-Asserted, Waiver/Exempt, Passed, or
Failed.

Allow re-enrollment after day(s) Select this option to allow learners who have one or more previous
enrollments with status Completed, Completed Self-Asserted,
Waiver/Exempt, Passed, or Failed to re-enroll or be re-enrolled after a
number of days you specify.

Select organization constraints Use this property to restrict access to the module to specific
organizations. Click to select the organizations that are allowed
access to this module. Leave this box blank to allow all
organizations to access it.

Assign user constraint(s) Use this property to restrict access to the module to specific users.
Click to select the users that are allowed access to this module.

Remove assigned user(s) Click to remove the selected user from the list of users that are
allowed access to this module.

Policy Name Click the browse icon to select a different enroliment policy from the
default, if required. Click the trashcan icon to revert to the Default
Policy.
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Organization / User Group

Allow a configured organization
enrollment policy to take
precedence over this course policy

Apply Enrollment Policy when
transferring from a "Prompt User
to Select Session" session

Allow reopen

Additional Information

Use these options to specify different enrollment policies for
members of individual organizations and user groups, which take

precedence over the enrollment policy selected for the course in the

Policy Name field.

Click the browse icons to select the organization or user group and
the enrollment policy to assign to members of it for this learning
module.

Click Add organization policy and User Group Policy to add
different policies for different organizations and user groups.

If you added an enrollment policy for members of an organization,
you can check the box to ensure that an enrollment policy that has
been specified (in Manage Center > Users > Organization
Maintenance) for the learner's organization takes precedence.

Select this check box to apply the Enrollment Policy if the learners
are transferred from a Prompt User to Select Session session.

Select this check box to allow learners to re-open the course and
download resources after they have completed it. Learners do not
gain additional credit for completing the course again.

Define an Enrollment Policy for a Learning Module

About Enrollment Policies

About the Default Enrollment Policy
Organization-level Enrollment Policies
About Course Withdrawal

Session Transfer
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Organization-level Enrollment Policies

Organization-level enrollment policies enable approval workflow to be determined by a user's organization
rather than requiring all organizations to use the same course-specific enrollment policy.

When enrollment policies are assigned to a course, all users who self-enroll in that course have the same
enrollment policy, which may or may not require approval. By contrast an organization-level enrollment policy is
assigned at the organization unit level and, optionally, configured in the course enrollment policy as taking
precedence over an approval-based policy selected for the course. You can configure an enrollment policy for
all organizations that require an organization-based approach to approval workflow.

Users can often belong to a hierarchy of organization units. For example, user A can belong in:
+ Sales and Marketing
+ Sales
+ London

Each organization in the hierarchy can have its own enrollment policy, and when determining which policy to
use, the LMS works from the bottom of the hierarchy up. In the example above, if the Sales and Sales and
Marketing organization units have their own separate enrollment policies, the LMS would use the policy
configured for Sales (assuming the organization level policy is configured to take precedence over the
approval-based policy assigned to the course).

Organization-specific enrollment policies are defined in Organization Maintenance (Manage Center > Users >
Organization Maintenance).

@ All courses must have an enrollment policy, which you configure in the Define Enroliment
Policy module properties. The DEFAULT POLICY is not an approval-based policy—enrollments in a
course with the DEFAULT POLICY do not require approval processing.

An organization-level policy will be used for enrollment processing only when all of the following
conditions are true:

+ The enrollment policy assigned to the course is approval-based (that is, not the DEFAULT
POLICY).

+ An organization-level enrollment policy has been selected for the course.

+ The property Allow a configured organization enrollment policy to take precedence over this
course policy box is checked.

Additional Information
Define an Enrollment Policy for a Learning Module
About Enrollment Policies

Learning Module Enrollment Policy Properties
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About Course Withdrawal

In the enrollment policy defined for a course, you can check the options to allow learners to withdraw and,
optionally, prompt them for a reason when they do so. If an enrolled learner decides to withdraw from the
course, it may be useful for the organizer to know the reason for the withdrawal.

When defining an enrollment policy for a course, the following options determine when a learner or participant
can withdraw their enrollment.

Table: Options for allowing learners or participants to withdraw the enrollment

Option Description

Allow user to WITHDRAW Allows learners to withdraw their enrollments when they are
enrolled, and also when the enrollment is awaiting approval, before
starting the course.

Allow status changes to be made Allows learners to change their enrollment at any time. For example,
at any time (for example, ignore it allows participants to withdraw from the course after starting it.
standard business rules)

You can report on withdrawals from the Report Wizard by selecting the Withdrawn User Details report type.

Recording Withdrawals

To record withdrawals in the learner's transcript, the following System Configuration options must be enabled:
* Retain transcript records for user withdrawals or withdrawal equivalents
* Record all withdrawals (except withdrawals performed using the group withdrawal function)

Users who are waitlisted, or whose enrollment is pending approval, do not have a withdrawal record created as
they are not yet considered enrolled.

Learners can withdraw from a session in the Knowledge Center, and can also be withdrawn by an administrator
in the Catalog Editor's Participants page. The overall withdrawal logic is the same, and if the System
Configuration settings listed above are enabled, the withdrawal is recorded in the learner's transcript.

The one exception is the Group Withdrawal function with the Override indicator set. This Catalog Editor
function is intended to remove all traces of an enrollment, and so will not record the individual withdraw
records for each user when the Override flag is checked.

Withdrawal from Programs

When a learner withdraws from a program, its status is set to Withdrawn. For learning modules or sessions
within the program:

« If the learning module has been completed then its status does not change.
+ If the module enrollment is shared between multiple programs then its status does not change.

+ If the learning module is an enrollable course, and it has been started but not completed, its status is set
to Withdrawn.
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+ In all other cases, the status for the learning module is set to Withdrawn.

Additional Information

Define an Enrollment Policy for a Learning Module
Learning Module Enrollment Policy Properties
About Changing Participant Overall Status

Group Enroll or Withdraw Learners in a Session
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Configure Enrollment Restrictions for a Module

Enrollment restrictions enable course administrators to limit the number of enroliments in a course or session
between two dates for one or more organizations. You can apply the restriction to specific job profiles. If
enrollment is requested outside of the date range, the restrictions are not enforced.

Course administrators can configure multiple rules that target different organizations and job profiles so that
the number of enrollments allowed for a particular course or session can differ between organizations.

For learning modules with one or more sessions, enrollment restrictions defined at the module level are applied
to its sessions by default. For each session, you can choose to have no restrictions, keep the module level
restrictions, or define different restrictions.

To configure an enrollment restriction for a learning module

1. Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
configure the enrollment restriction for. The Catalog Editor opens at the Define Module Properties page.

2. Click Enrollment Restriction in the Module Properties tab. The Enrollment Restriction page opens.
3. Select Use Module Restriction from the Restriction Process drop-down list.

4. Click the calendar icon to select the start date from which the restriction applies.

5. Click the calendar icon to select the end date after which the restriction no longer applies.

6. Inthe Rule(s) section click the Select organization(s) field label or box to select the organizations for
which the number of enrollments will be restricted. The Organization Selection page opens in a new
window. You must select at least one organization.

To remove an organization from the list of selected organizations, select it in the list and click Remove.

7. Inthe Limit per Organization(s) field enter the number of enrollments allowed for the selected
organizations.

8. To select the job profiles to which the restriction will apply, click the Select Job Profile(s) field label and
select one or more job profiles in the Selector page.

9. Click the Save icon to save your changes.

10. If you want to add different enrollment limit to other organizations and, optionally, job profiles, click Add
Enrollment Restriction and repeat steps 6 to 9.

Additional Information

Define an Enrollment Policy for a Learning Module
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Configure Email Preferences for a Module

Whenever certain events occur relating to classroom or virtual classroom courses, emails can be sent to a
range of LMS users, including the course participants, instructors and managers. A set of System Default email
templates specify the email content, recipients, and in some cases, frequency of dispatch. For more
information about the events that can trigger an email, see Email Preferences.

Instead of using the default email templates, administrators can select and configure custom email templates
to send the emails at the module level and also for each session individually. Email preferences configured at
the session level take precedence over those configured for the learning module. If no email preferences are
configured for a session, the emails configured for the module are used.

To configure the email preferences for each course-related event for a learning module

1. Go to Manage Center > Learning > Learning Modules and click the name of the learning module you
want to configure email preferences for. The Catalog Editor opens at the Define Module Properties page.

2. Click Email Preferences Setup in the Module Properties tab. The Email Preferences Setup page opens.

3. For each event you want to use a custom email template for, click the browse icon. The Email Template
Editor opens in a new window.

4. Select the email template to use from the Templates tab and click the Select icon on the
toolbar. Alternatively, you can create a new email template and select that.

5. Enter or select any additional configuration options for each email, such as Frequency and the number
of days before or after the event.

6. Click the Save icon to save your changes.

Additional Information

Email Preferences

Configure Email Preferences for a Session
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Email Preferences

Email Preferences can be configured at both the learning module and individual session level, where session-
specific preferences take precedence over module level email preferences. The following table describes the
events for which you can select an email template in the Email Preferences Setup properties for a module or
session. For some events you can configure additional options, such as frequency and the number of days
before or after the event to send the email. The email recipients are specified in the email templates.

These email preferences apply only to classroom or virtual classroom courses.

Table: Email Preferences Setup Events

Event Description

Confirm enrollment Select a customized email to be sent as a part of the workflow associated
with a confirmed enrollment. This email is sent instead of the default
generic confirmation email.

Module not yet accessed Configure an email to be sent whenever a learner has been enrolled in a
reminder course but has not yet started it.

Gentle completion Configure a gentle completion reminder message for learners who have not
reminder yet completed an assigned course. The initial email is sent based on the

enrollment date of the course, and the selected email template should
indicate to the learner a specific deadline, if one applies.

Escalation of completion Configure an escalated completion reminder message for learners who

reminder have not yet completed an assigned course. The initial email is sent based
on the enrollment date of the course, and the selected email template
should indicate to the user a specific deadline, if one applies.

Gentle deadline reminder Configure a gentle deadline reminder message for users who have not yet
completed an assigned course. The initial email is sent based on the
impending deadline date of the course.

Session waiting reminder While the number of enrolled people is below the minimum class size, an
email will be sent to those who register explaining that more enrollments
are required before the course is confirmed. Once the minimum class size is
reached, the enrolled users will be sent a confirmation email. If the
minimum class size is not reached by the enrollment deadline, the class will
be cancelled and the enrolled users will receive a cancellation notification.

Start of session reminder Select an email to be sent a number of days before the class starts.
Session completion Select an email to be sent to learners when they have completed a session
notification (that is, when the status is set to Completed).

Session finish notification Select an email to be sent to learners a number of days after the session is

marked as completed (or for a classroom session, after the end date).
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Enroll user in waitlist

Coupon distribution
notification

Dropped from waitlist
notification

Task Complete Reminder

Submitted homework
notification

Marked/reviewed
homework notification

Session fail notification

No-show notification

Post-session reminder for
instructors/administrators

Select an email to be sent if a learner on the waitlist is enrolled when
someone else withdraws

Select an email to be sent when the course coupon is assigned to a reseller.
The email will be sent to the reseller in addition to the recipients that are
targeted in the selected email template.

Select an email to be sent when a user drops from the waitlist (that is, their
status changes from Waitlist to Dropped). Note that you cannot use this for
learning programs.

Select an email to be sent to the users who can mark a Task learning
module as completed.

Select an email to be sent (typically to the instructor) whenever a participant
uploads a file to the Submitted Homework file share area in the Knowledge
Center.

Select an email to be sent (typically to the participant) whenever an
instructor uploads a marked/reviewed homework file to the Marked/
Reviewed Homework file share area in the Knowledge Center.

Select an email to be sent to learners who have failed an assigned course.

Select an email to be sent if a participant does not attend a classroom
session (that is, when the instructor or administrator update's the
participant's status to No Show).

Configure a reminder message to be sent to the instructor or a named
administrator to remind them to log participant attendance and completion
of the session.

The recipients are defined in the email template. The following recipients
are supported:

+ Course specific instructors

+ Default system approver

+ Default system administrator
+ Specific user

+ External email

The initial email is based on the session end date. For a frequency other
than Once, the reminder will be sent as long as there are participants with
open transcripts (that is, not in a final state, such as Completed).

Additional Information

Configure Email Preferences

PeopleFluent Proprietary and Confidential

84



PeopleFluent Learning 22.07 Course Administration Email Preferences

About Session Email Notifications
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About the Knowledge Center

The Knowledge Center provides learners with information about the courses they are enrolled in. You can
configure the Knowledge Center to give learners access to various LMS features, including:

+ Launching and withdrawing from the course
+ Course reference materials

+ Discussion forums

+ A course notepad

+ The file sharing area

+ Email communication with the instructor

Instructors can use the Knowledge Center to access instructor resources, communicate with learners via email
and forums, and upload files to share with learners, such as reviewed homework.

The Knowledge Center settings are configured universally for all new modules in the System Configuration
settings. As a course administrator you can configure the Knowledge Center for individual modules in the
Catalog Editor. The settings you specify in the Catalog Editor override the System Configuration settings.

To configure the Knowledge Center for a learning module, go to Manage Center > Learning > Learning
Modules, click the name of the module, then select Setup Options.

Additional Information

Configure the Knowledge Center

Knowledge Center Settings
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Configure the Knowledge Center

Course administrators can configure the Knowledge Center for individual learning modules in the Catalog
Editor. These settings override the Knowledge Center settings in System Configuration.

To configure the Knowledge Center

1.

Go to Manage Center > Learning > Learning Modules and click the name of the module you want to
configure the Knowledge Center for. The Catalog Editor opens at the Define Module Properties page.

Click Setup Options in the Module Properties tab. The Knowledge Center Options page opens.

The Knowledge Center may or may not be enabled by default for learning modules in the System
Configuration settings. If it is not enabled, you can check the box to enable the it for the learning module.

Select one of the options to specify whether an image is shown in the Knowledge Center. To use an
image different from the catalog image, select Define an image and click the browse icon to select an
image from the Repository Manager.

Select the check boxes to change the default settings to specify which features are shown in
the Knowledge Center.

Click the Save icon to save your changes.

Additional Information

About the Knowledge Center

Knowledge Center Settings
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Knowledge Center Settings

The table below lists the Knowledge Center settings that course administrators can configure in the Catalog
Editor.

Table: Catalog Editor Knowledge Center Settings

Setting Description

Allow module launches in Specifies whether the course can be launched from the Knowledge Center.

KC This setting overrides the Module Launches option in System Configuration.

Course link always If enabled, the course will be displayed with a Launch button on the Current

launches the KC instead of Learning Modules page and Enrollments (Current Learning Format) widget

the course instead of the Knowledge Center link. Clicking Launch opens the Knowledge
Center.

Note that if the System Configuration setting, Module Link Launches
Knowledge Center, is enabled, this setting cannot be disabled in the Catalog
Editor for individual modules.

AREA: Show assessment Specifies whether the Assessment Workflow area is enabled. Learners and
workflow area instructors can see and launch pre- and post-course assessments from this
area of the Knowledge Center.

AREA: Show certification Specifies whether the Certification area is enabled. If there are any
area certifications assigned to the course, information about them is shown in
this area of the Knowledge Center.

AREA: Show contact list Specifies whether the Contact Group Members area is enabled. In this area
area learners and instructors can view the profiles of other learners enrolled in
the course, send them emails, or remove themselves from the contact list.

AREA: Show course This option has no effect. The course summary is always shown.
summary area

AREA: Show evaluation Specifies whether the Evaluation area is enabled.
area
AREA: Show forum area Specifies whether the Forum area is enabled. This area enables learners and

instructors to access the forum category or forum assigned to the course
in Define Module Properties.

AREA: Show instructor list Specifies whether the Contact Group Members area is enabled. In