ELM Catalog Item/Delivery Method Request Form Instructions
This sheet provides basic instructions for the ELM Catalog Item/Delivery Method Request form input fields. Catalog items (sometimes referred to as courses), are specific topics of study found in the learning catalog for which you offer learning activities. Delivery methods define how course offerings are presented to learners—for example, through online learning, classroom instruction, tests, surveys, assignments, and combined delivery methods called blended learning. The completed form is used for requesting the creation of catalog items and delivery methods in the ELM application and requires the approval of and must be submitted by the requesting Agency ELM Point of Contact. The values for all fields found on this form, including the form’s drop-downs, are listed here.
Required fields are marked with an asterisk (*). Please email ohiosharedservices@ohio.gov if you have any questions.
Item Details
Basic Data
· *Catalog Item Long Name: Enter desired catalog item long name for a specific topic of study (200 character maximum - data will be cut off if exceeds the 200 character limit for the field).
· Example: Accounts Payable 101 Introduction Course
· *Catalog Item Short Name: Enter desired catalog item name abbreviation (10 character maximum - data will be cut off if it exceeds the 10 character limit for the field).
· Example: AP101Intro
· *Course Code:  Enter desired course code, or identifier, for the catalog item (10 character maximum - data will be cut off if it exceeds the 10 character limit for the course code standard).  
· Example 1 : FIN-AP-101

· Example 2: OBM-PT-102

· *Catalog Item Status: Select “Active” from the drop down menu to indicate the catalog item will be available for learners to browse and search in ELM; this is the default status when you create a new catalog item. Select “Inactive” from the drop down menu to disable your catalog item from being searchable in ELM. If “Inactive” is selected, the catalog item and its activities do not appear in the catalog, and learners cannot enroll in related activities. Select “Pending” to indicate that neither delivery methods nor activities can be defined for the catalog item at this time and, if selected, the item and its activities do not appear in the catalog, and learners cannot enroll in related activities.
· Owner: Enter the name of the person whom the system notifies when the catalog item is updated. Note: Any learning administrator who is associated with one of the learning environments for this catalog item can update this catalog item.
· *Effective Date: Enter the date when the catalog item goes into effect.
· *Catalog Item Description: Enter full description of requested catalog item. (254 character maximum - data will be cut off if it exceeds the 254 character limit for the field).  
· Example: AP101 provides an introduction to accounts payable in a general business environment. This training is available for all interested learners in ELM.
· Catalog Item Abstract: Enter a brief summary of the learning activity that users can access when searching or browsing the catalog (4000 character maximum - data will be cut off if it exceeds the 4000 character limit for the field). 
· Example: AP101 Accounts payable intro

· *Approval Type: Select “Internal-Mgr External-None” from the drop-down menu if approval is required for a learner to enroll in an activity that is associated with this catalog item, otherwise select “None” if  approval is not required for a learner to enroll in an activity.
· Education Units: Enter the number of units, if applicable. This field is for informational purposes only and this value can be adjusted at the activity level if needed.

· Enable Learning Request: N/A – Learning Request functionality is disabled.  Learners can submit Learning Requests by contacting Ohio Shared Services.
· Learning Request Threshold: N/A – Learning Request functionality is disabled.  Learners can submit Learning Requests by contacting Ohio Shared Services.
· Required Prerequisites - Enter all catalog items, objectives, and programs that are required to be completed by a learner before that same learner can enroll in this catalog item.
· Example: AC100 Accounting for Public Service is a required prerequisite for AP110 Accounts Payable for Public Service.
· *Required Prerequisite Type: Select “Catalog Item”, “Objective” or “Program” from the drop-down menu.
· *Required Prerequisite:  Enter the catalog item long name of the prerequisite for catalog item.
· *Required Prerequisite Relationship: Select a value from the drop-down menu:

· Select “End” if this is the last prerequisite;
· Select “And” if there is an additional prerequisite;
· Select “Or” if this prerequisite can be met by completing the next prerequisite value that you enter.
· Recommended Prerequisites - Enter all catalog items, objectives, and programs that are recommended to be completed before this catalog item. 
· Example: AP101 Accounts payable intro is a recommended prerequisite for AP110 Accounts Payable for Public Service.
· *Recommended Prerequisite Type: Select “Catalog Item”, “Objective” or “Program” from the drop-down menu.
· *Recommended Prerequisite: Enter the catalog item long name of prerequisite for catalog item.
· *Recommended Prerequisite Relationship: Select a value from the drop-down menu:

· Select “End” if this is the last prerequisite;
· Select “And” if there is an additional prerequisite;
· Select “Or” if this prerequisite can be met by completing the next prerequisite value that you enter.
· Equivalents – Enter catalog items or programs that can be substituted for the new catalog item. 
· Example: AC105 Public Service Accounting is an equivalent for AP110 Accounts Payable for Public Service.
· Equivalent Object Type: Select “Catalog Item” or “Program” from the drop-down menu.
· Equivalent Name: Enter the catalog item long name of the equivalent catalog item or program.
· Display in Catalog: Select “Yes” or “No” to enable users to access notes or attachments related to the catalog item from the catalog.

· Catalog Item Notes: Enter any additional notes that you want to document related to the catalog item. (254 character maximum - data will be cut off if it exceeds the 254 character limit for the field).  
· Attachments Description: List the description name of your attachments  related to a catalog item. Example: Syllabus
· Attached File: Select “Yes” from the drop-down menu if you have a file to attach related to the catalog item, otherwise select ”No”.
· Learning Environments: Enter the name of the associated learning environments for which the catalog item is valid, this will set up administrator access for a catalog item; there can only be one primary learning environment. Note: The “State of Ohio” learning environment must always be listed, but does not have to be the primary learning environment. The available learning environments are as follows:
· Administrative Services
· Office of Budget & Mgmt
· State of Ohio
· Primary: Select “Yes” from the drop down menu for the Primary Learning Environment; select “No” from the drop down menu if not the Primary Learning Environment.
· Learner Groups: Specify the learner groups and give learners that are members of the specified learner group(s) access to the catalog item when browsing or searching the catalog. Learner groups are defined groups of learners that share some of the same learner attributes, such as the same department, region, or job code. You can select from the learner groups that have been defined for any of the learning environments associated with the catalog item. 
· Example 1: Office of Budget & Mgmt LG designates members of the Office of Budget & Mgmt Learner Group access to the catalog item
· Example 2: Job and Family Services LG designates members of the Job and Family Services Learner Group access to the catalog item
· Example 3: Dept of Agriculture LG designates members of the Department of Agriculture Learner Group access to the catalog item
Attributes
· Display Order: Enter the sequence (ex. 1, 2, 3, etc.) in which this catalog item is to be listed on the catalog browse page relative to other catalog items that you select here.

· Category: Enter the name(s) of any related categories for the requested catalog item.
Delivery Method
Note: The values entered in this section will be display as default values when creating an activity.
· *Delivery Method: Select the format “Instructor Led”, “Blended Learning”, “Web Based”, “Assignment”, “Survey” or “Test” in which a catalog item will be available for the learner from the drop-down menu.
· *Effective Date: Enter the date when the catalog item goes into effect.
· *Status: Select “Active” from the drop down menu to indicate the catalog item will be available for learners to browse and search in ELM; select “Inactive” from the drop down menu to disable your catalog item from being searchable in ELM. Select “Inactive” to indicate that neither delivery methods nor activities can be defined for the catalog item and, if “Inactive” is selected, the catalog item and its activities do not appear in the catalog, and learners cannot enroll in related activities.
· *Language: Select the language of the delivery methods in which the activity is offered in ELM from the drop down menu. Select from the drop down list of available languages: “English,”  “French,” “Spanish,” etc.
· Frequency: Select the frequency “Annually”, “As Required”, “Half-Year”, “Monthly”, “Quarterly”, “Semester”, “Trimester” at which the activity is usually offered from the drop-down menu.
· Administrator: Enter the name of the enrollment administrator whom learners should contact for enrollment information when the registration method is offline. 

· Primary Instructor: Enter the name of the instructor for the learning activity, if applicable.

· Owner: Enter the name of the person who is responsible for this delivery method. This field is informational only.
· Learning Period: Enter the number of days after the enrollment date that learners must complete the activity.

· Warning Period Days: Enter the number of days before the end of the learning period that you want the system to send an email to notify the learner that the learning period is about to expire.
Enrollment

· Max Enrollment: Enter the maximum number of learners who can enroll in the activity.

· Average Fill Rate: Enter the average number of learners who enroll in the activity each time the activity is offered, this field is informational only. 

· Min Enrollment: Enter the minimum number of learners who should enroll in the activity for the activity to be held. If this minimum number is not met before a pre-defined number of days before the start of the activity, then the “Minimum Enrollment Met Alert” notification is sent to the activity administrator to inform him or her.

· Enforce Enrollment Limit: Select “Yes” or “No” from the drop down menu to have the system prevent learners from enrolling in this activity after the maximum enrollment number is reached. (Important! To have the system generate a waiting list for this activity, you must select “Yes”).
Waitlist

· Enable Waitlist: Select “Yes” from drop down menu to have the system accept wait-listed learners once maximum enrollment is reached; select “No” to disable the wait list feature.
· Waitlist Capacity: Enter the maximum number of learners that can be placed on the waiting list. If a learner attempts to enroll in an activity that has a full waiting list, the system displays a message to indicate that the activity is full.
· Waitlist Threshold: Specify the maximum number of learners that can be waitlisted. The administrator for the primary learning environment will be notified if this value is exceeded.
Grades and Attendance

· Auto Mark Completion: Select “Yes” or “No” from the drop-down menu to have the system automatically mark attendance at the completion of the activity. A learning activity is eligible when one of three conditions is met:

· The learning period date for the activity has been reached;
· The end date for the activity has been reached; or
· The end date for the activity has been reached and the number of days entered in the “Mark Completion After” field has been met.
For these activities, the Auto Mark Activity Completion process updates the attendance status for all learners across all required learning components where the completion status is not attempted or in progress. Note:  The process does not overwrite any attendance statuses for learners that instructors or administrators manually enter.

· Mark Completion After: If you selected “Yes” to “Auto Mark Completion”, enter the number of days after the activity end date that the system should mark attendance. Note: Enter “0” days if you want the completion date to equal the start date of the activity.
· Launchable from History: Select “Yes” or “No” from the drop-down menu to indicate if the links associated with web-based, test, or survey learning components will be enabled as launchable from the learner's All Learning page. Selecting “Yes” enables the learner to launch the URL content even after the activity achieves a completion status of completed or not completed. Note: You must select “Yes” if you select “Allow Completion from History” drop-down menu.
· Allow Completion from History: Select “Yes” or “No” from the drop-down menu if you want learners to be able to complete learning activities with web-based, test, or survey components from the All Learning page. For example, if a learner does not pass or complete an activity the first time through he or she can return later to try to complete it from the All Learning page. Note:  If you select “Yes” from this drop-down menu, be sure to also select “Yes” from the “Launchable from History” drop-down menu.
· Technical Requirements: Enter any technical requirements (such as plug-ins, a microphone, or a connection speed) for this activity. The system does not display this information to learners. (254 character maximum - data will be cut off if it exceeds the 254 character limit for the field).  
