National Weather Service - Warning Decision Training Branch

CLC Job Sheet: Managing Enroliments

Version 1.0, 5/10/11

This Job Sheet describes how to insert users into an enrollment, as well as mark users as complete in an enroliment.

Assumptions:
» The User is logged into the system and has proper permissions to accomplish this task.
* The User is familiar with the Control Panel.
* Remember, the Internet Explorer browser is required to work in the Control Panel.

1.0. Display the Control Panel

Management

* After logging in, click on “Control Panel” from the Management
menu.

* The Control Panel will open in a new window. (Remember to
turn off your popup blocker for doc.learn.com.)

.........

m Fesiik I_I"l't}'fénal:ler
B | earning Object Manager

Pages:
[nws Home =]

_Go |

Add new paage...

2.0. Click on “Enrollments” on the Control Panel

« Under the Enrollments menu, click “Enrollments”

Managing Enroliments

+* Enrollments
Enrollments
Group Permissions
Roster
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3.0. Search for the desired Enroliment Enroliments

* Enter the name or part of the name of the course in the text box  ~ Filters
to the right of “Name/Description Contains” (red box)

Hame/Description Contains: |

* Note: Even though entering the full name of the course isn’t | Select Category:
necessary, the entire search value must match at least part of Event Type: [PTEvtTypes =
the course name exactly Location: [{etwsatons] B
« Ensure than “Status” is set to “Active” and the three check e mare: | B EREDS =
boxes that follow are all selected (yellow oval) staws: [actve ]  past ¥ current P Future | By: @ Enroliment © Event
" Open Date [T Close Date [~ Event Stard Date [~ Event End Date

« Click “Search” button

Search Reset
Display %0 =] records per page

4.0. View Users AWOC Winter FY20111C 8 plat ILT 8/6/2010 7:00 AM o
2 ¥ sn"nulemollg1 4 patm Session (¢ 8:00) 2R @E_’? l_
* Click on the View Users icon to the right of the desired enroll- . AWOC Winter FY20111C 8 standard ILT 8/6/2010 7:00 AM =
25 4511500 OME LR r
ment (red bOX) simulation Session  (GMT-08:00)
5_0_ Click Insert Users Event for Enrolliment - Session 2 Users

@3 Enroliment List [F=] Enroliment Detail view

* Click the “Insert Users” button is at the lower-right side of the

Enroliment Information

pa g e (red bOX) . Minimum Seats  Maximum Seats  EnrolledUsers  Seats Available start End
o 30 5 25 41712008 1:00 PM (1T-08:00) 41712008 2:00 PM (GuT-08.90)
* A new window will appear.
¥ Filters
Users
I manually Setect Pre-Status
et Solumns 5 records retumed,

Usemame  FirstName  LastName Pre-status Post.Status prionty  Date  Scheduled - pypn
Enrolled  Conflict

1 ADMINDONR Don Rinderknecht (4} [ Approved =] [Competea [ O EHE2

2 ADMINJERRYG Jerry Admin [pproves =] [Competes =] none ‘1“11 :/322;3 None BHE
8/13/2008 =

3 NWSTESTUSER [2pproved =] [competion Pending Surveyrassessment > None ot None =g

4 NWSTESTUSERT  Jerry Studentt [#oproves =] [competen =1 nNone ‘1“11:’322;5 None SE
441712008 =

5 NWSTESTUSER2  Don Student2 [ Approved =] [compietion Pending Surveyrassessment | None e | Hone =

New Users

Managing Enroliments Page 2 of 5



National Weather Service - Warning Decision Training Branch

6.0. Search for Users

6.1. Search Using First and/or Last Name
* Enter the first and/or last name of the user you wish to
enroll in the “First Name:” and “Last Name” fields (red box)
* Click the “Search” button

» Users matching the search criteria will be displayed below.

6.2. Search Using User Groups

» User Group searches make adding more than one user
more convenient.

* Selecting a group from the list in the red box and clicking
“Subgroups” (blue box) will display all the groups within the
group that was originally selected.

» Once the desired group has been reached, clicking “Show
Users” (yellow box) will display the individual users below.

* Note: NWS user groups can be found under

“/ NAT OCEANIC & ATMOSPHERIC ADM(54) / NATIONAL
WEATHER SERVICE(5420) /.”

From there one can search regions or drill down further to
access individual WFO User Groups

Managing Enroliments

Users Selector

close window 3
¥ Instructions

~ Filters

Usernames Beginning With: Show All [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ
Combination Filters: Select criteria from any or all filters

Field(s) containing Users With Status

Username ¥ Denied Access  ® Pending Approval
First Name | ¥ sppraved ™ Removed
Last Name

I Disabled Access
Category Default Group

User Group:
Employze B Group List Current Group
Guest
LearnCenter Management gk Show Users

LeamCenter Testing
NAT OCEANIC & ATMOSPHERIC £
Non-Employes

NWSTC =l

Display[%0 =] records Deruagem m

Users Selector

close window 3¢
¥ Instructions

¥ Filters

Usernames Beginning With: Show All [0-9]
ABCDEFGHIJKLMNOPQRSTUVWXYZ

‘Combination Filters: Select criteria from any or all filters

Field(s) containing Users With Status

Username ¥ Denied Access ™ Pending Approval
First Name ~ Approved ™ Removed

Last Name

I Disabled Access
Category Default Group

User Group: / NAT OCEANIC & ATMOSPHERIC ADM(54)

Employee Group List Current Group

Guest

LearnCenter Management g% Show Users

5> Subgroups

[@ = Search Reset
Display |52 = records ueruage

Page 3 of 5



Commerce Learning Center - Job Sheet

7.0. Return Selected Users

Status: Denied i.::r_sss. Pending Approval, Approved

Users List

* Once the desired users are selected, click the “Return User” Lo i DR

button at the top or bottom of the list (red boxes). Cu”emmer{Laswame: u o

i H “ ” Group: [ALL]

« If all the users listed should be enrolled, click the “Return All o

button.
* The Users Selector window will close and the selected user(s) > Username

will then appear in the list of enrolled users. O INETRUCTORNWSTCT

2 [7/ NWSTESTUSER3
3 [ NWSTESTUSER4
4 [~ SF182NWSADMIN

8.0. Mark User Complete

* When a student has successfully completed an enrollment, it may be necessary to mark them complete manually in the LMS.

8.1. Access List of Enrolled Users Event for Enrollment - Session 2 Users

« If the list of enrolled users isn’t already displayed, follow
Steps 1.0 through 4.0 to display it. EnTORmETATRATATON

Minimum Seats Maximum Seats
o 20

* Filters

Users
I Manually Select Pre-Status
4 Set Columns

First

Username &
Name

Last Name
1 ADMINDONR Don Rinderknecht
2 ADMINJERRYG Jemy  Admin
3 * NWSTESTUSER

4 NWSTESTUSER1 Jerry Student1

5 NWSTESTUSERZ Don Student2

New Users

Save

Managing Enroliments

Last Name , First Name
Instructor (1), NWSTC
Student3, NWS
Studentd, NWS
Administrator, NWS SF182

Enrolled Users Seats Available Start
-] 41712008 1:00 PM (zn1
Pre-Status Post-Status
[Approved =] [compietes =]
[Approved =] [compietea =]
[Approved =] [incomplete |
[Approved =] [compieted =]
[Approved =] [compietion Pending Surveyrassessment |

| ‘a3 Return All ll Retumrgelemed-l

4 records'rétumed.

Status Actions

Approved E
Approved
Appraved
Approved

L Return Selected

3 Enraliment List [E=] Enrallment Detail View

Priority

None

None

None

None

None

End

4/17/2008 2:00 PM (cmT-08:00)

Date
Enrolled
6M8/2010

9:10 AW
4H7/2008
11:13 AM
8M32i2008
11:24 AW
4H7/2008
11:13 AM
4M7/2008
11:13 AM

§ records returned.

S0 pcpms
None EE 2
None El= 2
None ES2
None EE2
None EE 2

s Insert Users
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8.2. Change Post-Status to “Complete”

* For the appropriate user, modify the drop down box in the

Event for Enroliment - Session 2 Users

B3 Enroliment List =] Enroliment Detail View

“Post-Status” column to “Completed.” Enroliment Information
« Click the “Save” button at the bottom of the page. e e
¥ Filters
Users

| Manually Select Pre-Status

A 5=t Coumns 5 records returned.
Username a it Last Name Pre-Status Post-Status Priority uie| Schieat wost Actions
Name Enrolled Conflict
Rir - — - 61812010 B &
1 ADMINDONR  Don 0 [Approved =] [completea x| none Sty None EIE A
2 ADMINJERRYG  Jemy  Admin [ Approved =] [compietea =] None :‘11:’32}?‘35 None ER 2
2 * NWSTESTUSER [Approved =] [ine x| mNone ﬁ’:gfiaa None EIE &
4 NWSTESTUSER Jery  Studentt Approved | [incomplete by None 417/2008 .. EIE,*
Passed 1113 AM
5 NWSTESTUSERZ Don Student2 “Approved - E‘;"gfww None ‘:’J:’Eﬂ&a None EE*
Not Attempted
Audit
Completion Pending Survey/Assessment
New Users Exempt

9.0. Task Complete! Lo Aproves

s Insert Users
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