e Enterprise
. . . <®KS Iﬁeaming
Wi anageament
Creating an Activity - Instructor Led ‘-4
Within ELM, activities are the actual classes associated with a Catalog Item. There will be a

separate Learning Component Session added for each date and each facility that the class is
offered.

1. In OAKS ELM, navigate to Enterprise Learning > Catalog > Maintain Activities.

= Catalog
= Maintain Cateqgaories
= Maintain ltems

= Maintain Delivery
lethods

= Maintain Activities
= Extended Maintain

Activities

2. The Maintain Activities page appears. Click the Add a New Value tab.

Maintain Activities
Enter any information you have and click Search. Leave fields blank for a list of all values.

JfFir‘-dfmE:tisljr‘-gl‘I.J'E:ilu:-} lAddaNeanlue 'Iul

Activity Code: | begins with || |

Activity Status: | = v| |Active v

Catalog ltem: |begins with v” |

Delivery I.'Ietho-d:| begins with v|| |
Start Date; |= v| | |E1'J

[]case Sensitive

Search | Clear |EIasiu:Searu:h [E save Search Criteria
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3. Onthe Add a New Value tab, click the magnifying glass next to the Delivery Method 1D
field.

Maintain Activities

J Eind an Existing Value | Add a New Value |

Delivery Method ID:

Add

Find an Existing Value | Add a Mew Value

4. Enter the name of the item in the Catalog Item field to search for the delivery method.

Look Up Delivery Method ID

Delivery Method ID: = -
|Cata|o-g ltem: begins with - bi |
Delivery Method Type: begins with -

Delivery Method Short Name: begins with -

Look Up Clear | Cancel |E|E|5i|3|_n[||{|_|g

5. Click the Look Up button.

6. Click the appropriate link from the list of available Catalog Items. This will associate your
activity with the appropriate Catalog Item (course.)

Search Results

Delivery Method Type

1586 Bl Analysis Studio for - GL (DAS-BI-275) Instructor Led
2014 Bl Analysis Studio for - GL (DAS-BI-275) Web Based

1527 Bl Dashboard for FIM (DAS-BI-111) Instructor Led
1528 Bl Dashboard for HCM (DAS-BI-112) Instructor Led
1585 Bl Cuery Studio - AP/PO/Spend (DAS-BI-214) Instructor Led
1596 Bl Query Studio - Compensation (DAS-BI-215) Instructor Led
1424 Bl Cluery Studio - GL (DAS-BI-211) Instructor Led
1426 Bl Query Studio - TEE (DAS-BI-212) Instructor Led
1425 Bl Query Studio - WFP (DAS-BI-213) Instructor Led
1587 Bl Report Studic Basics - AP/PO/Spend (DAS-BI-224) Instructor Led
1598 Bl Repaort Studio Basics - Compensation (DAS-BI-225) Instructor Led
1427 Bl Report Studio Basics - GL (DAS-BI-221) Instructor Led
1429 Bl Report Studic Basics - TEE (DAS-BI-222) Instructor Led
1428 Bl Report Studic Basics - WFP (DAS-BI-223) Instructor Led
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7. The Delivery Method ID field is populated with the Catalog Item code. Click the Add
button.

Maintain Activities

/_Eind an Existing Value | Add a New Value

Delivery Method ID: 1528 O

Add
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8. On the Activity Details tab, add the specific details to your activity:

Fields with * "
asterisks are Save [Ef CreateNew E@clone 1]
required.
Catalog Item: Bl Dashboard for HCM (D
Approval Activity Code:
Type will be *Start Date:
the default
added for End Date: EJ
Catalog
ltem. You *Approval Type: Mone
can change. Special Approver:
Administrator:
Primary Instructor:
*5tatus: Pending
Determine .
the Owner *Language: English
within your *Education Units: 3
agency.
Owner: Katherine Vanhoose
*Currency Code: UsD O
Internal Price: 0.00
Internal Drop Charge: 0.00
External Price: 0.00
External Drop Charge; 0.00
Price: 0.000
Drop Charge: 0.000
Page 4 of 15
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[ Activity Details { Learning Components

The Activity Code will be
entered automatically when
the Activity is saved.

hments | Activity Costs

eturn To Activity Search

Delivery Method:

Instructor Led

|

0412212013 [ =t 1 the Start

and End Date, even
for a one day class.

Status is Pending
until the Learning
Components are

added.

Click the magnifying glass to
select the appropriate
Facility/Room ID.

-

*Education Type CEL

-

L *Facility/Room ID: 001001 @

Pricing and Training
Units sections remain
blank.
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Learning Period and \
Published Duration
sections remain blank.
Learning Period: Days These are used for web-
based courses.
Send Warning: Days )
Enter a number \
value for the
Days: Hours: Minutes:

number of days
before the
activity start date
that the system

Display Start and End Date

will send the

remmdgr Send Reminder: 0 Days Reminder Date: Click the magnifying glass and
notification to select the LM_ACT_RMNDR
learners. Reminder Template: template — the generic system

reminder template.

\.

Max Enrollment is the amount
of seats available in the
Facility/Room.

Max Enrollment:

Enrollment Total: 0

Total Open Enrollment:

Enter the Last
Enroll Date or

select Last Enroll
Date = Start Date.

Min Enrollment is the number of
seats that need to be filled in order to
conduct the class.

Min Enroll Days: 0 Days

E ﬁ
Min Enrollment: 4 ﬁ

Overbook: 0%
0

Reserved Seats:

Last Enroll: Days Before the Start Date -
Last Enroll Date: E Select Enforce Enrollment
["| Last Enroll Date = Start Date Limit to enforce max
enrollment rules.
Select Enable Enforce Enrollment Limit
Waitlist. .
[ Restrict to Programs
Enable Waitlist Enter the number of learners that can
N _ be placed on the activity waitlist in
Waitlist Capacity: 2 Waitlist Capacity.
Waitlist Total: 0
Waitlist Threshold: 0

Page 5 of 15 Revision Date: 04/11/2013



e Enterprise
( QAKS | Leaming
% Management

o A

Creating an Activity - Instructor Led

Auto Mark Completion is used to automatically mark \
sessions complete after a session occurs.

Auto Mark Completion

Launchable from History
Launchable from History and Allow Completion from

[1Enforce Prerequisites .
History are used for web-based courses.
Mark Completion After: El Days
[+] Allow Completion from History Select Enforce Prerequisites only if there are classes the

student MUST take before enrolling in this one.

Mark Completion After, indicates the number of days after
the session occurs that the system will Auto Mark Complete

Qe session. /

9. At the bottom of the Activity Details tab, your agency’s Learning Environment will already
be selected as a Learning Environment. This fills the Learner Group field with the
learner groups designated at the Catalog Item level.

Click the Add Learning Environment link.

Learning Environments Customize | Find | View Al | B8 First [ 4 o5 1 [*] Last
Learning Environment Primary Default Learner Groups
|A|:Iministratiue Senices V| Default Learner Groups | i}

Add Learning Environment

10. Select State of Ohio as the other Learning Environment.

Learning Environments Customize | Find | View Al | B8 First [4] 12 o2 [M Last
Learning Environment Primary Default Learner Groups
|Administratiue Senices v| Default Learner Groups | ﬁl

[Staecionio &4 O ult Learner Groups | i

Add Learning Envirenment

Notice that the default \
learning environment, which

is your agency environment,

is ALWAYS the Primary
environment.

\. J
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11. Click the Default Learner Groups button next to State of Ohio.

The Leaner Groups associated at the catalog item level will be populated in the Learner
Groups section.

Learning Environments Customize | Find | View All | B First [4] 1.2 or2 [M] Last
Learning Environment Primary Default Learner Groups

|A|:Irninistratiue Senices V| Default Learner Groups | i
| State of Chio v| ] Default Learner Groups EI

Add Learning Enviranment

State of Ohio LG

Edit Learner Group Security

= @ECreateNew ERClone mDelete Send Mofifications  Return To Activity Search

Note: You can remove any learner groups that should not be associated at the
activity level by using the Edit Learner Group Security link. You cannot add
additional learner groups at the activity level. To add a learner group, maintain the
catalog item and add the learner group there.

12. Click Save.
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13. Next, click the Learning Components tab.

[ Activity Details I Learning Components I[ Completion | Materials/Attachments | Activity Costs

EESENE @ECreateNew v@Clnne ]jDeIete Send Mofifications  Return To Activity Search

Catalog ltem: Bl Dashboard for HCM (DAS-BI-112) Delivery Method: Instructor Led

Notice that the Activity Code
field is filled in when you save
the activity.

Activity Code:

NOTE: The Activity code is the unique ID for the activity. It can be used search for activity
rosters or to enroll learners into this specific activity.

For example: DAS-BI-112DAS00100120130422797

e DAS-BI-112 = Course Code

e DAS = Primary Learning Environment for the Activity
¢ 001001 = Facility/Room ID

e 2013 =Year

e 04 = Month

e 22 =Day

[ ]

797 = Random Generated 3 digit #
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14. On the Learning Components tab, click the Add Component button.

{ Activity Details | Learning Components Y Completion | Waterials/Attachments | Activity Costs ||

Catalog Item: Bl Dashboard for HCM (DAS-BI-112)  Activity: DAS-Bl-
1120A300100120130422797

ﬁESaue IE}ECreateNew E,@Cmne mDelete Send Mofifications  Return To Activity Search

Please add Learning Components to the Activity

Add Component

Saue IE}ECreateNew I%E'[]Imne mDelete Send Mofifications  Return To Activity Search

15. For the classroom portion, select Sessions.

Select Learning Component

Learning Components Find | View All First E 1-6 of 6 E Last
Component Type Description

Web Based Learning provided through the web.
ISessions Learning provided through scheduled classroom sessions.
Assignment Assignment learning component.

Surve Survey learning component.

Test Testlearning component.

Webcast Webcast learning component.

Return to Previous Page
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16. Complete the Basic Data fields, (Component Name, Short Name, and Description are
required fields) and click the Save button.

[ Learning Component ‘{ Session Patterns | Sessions

Activity: DAS-BI- Activity Title: Bl Dashboard for HCM (DAS-BI-112)
112DAS00100120130422797

*Component Name: Bl Diashboard for HCM (DAS-BI-112)
*Short Name: Bl Dash

*Description: Hands on HCM-oriented dashboard lab intended for users of = @
Bl Cognos. The lab will provide instruction on methods for
creating dashboards and each participant will have the time
to build a dashboard in Production.

17. Click the Sessions tab.

18. Click the Add Session button.

/' Learning Component | Session Patterns | Sessions

Activity: DAS-BI-112DAS00100120130422797 Component: Bl Dashboard for HCM (DAS-BI-

112)
Sessions Customize | Find | View All | B8 First [4] 1 or 1 [ Last
Session Date Start Time End Time Time Zone Facility Room
O
v Select Alf Clear All
Delete Session Add Session
Feturn to Activity
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19. On the Session Details screen, verify the Date.

Learning Component - Bl Dashboard for HCM (DAS-BI-

Session Details

*Date: 0412212013 [+ Display Facility to Learner
Facility: Q
Room: Q

20. Click the magnifying glass next to the Facility field.

21. On the Look Up Facility screen, select the building by clicking the appropriate link.

Look Up Facility

Search by: Facility ID v |= Ve

To search by facility’s

Look U | c | | description, click the drop
et ancel | Advanced Lookup down arrow and select

Facility Description.

Search Results

117 of 17
Description Short Description City State Country
State Library of Ohig StateLibr Columbus OH LISA
OSP FINDLEY DISTRICT HEADQUARTERS OSPFIMD Findlay OH  U3SA
OSF BUCYRUS DISTRICT HEADQUARTERS OSPBUCY Bucyrus OH  U3SA
OSSP CANTOMN PATROL POST OSSP CANTORM Morth Canton OH  LISA
OSP WARREN DISTRICT HEADQUARTERS OSPWARRERM Southington OH  USA
OSSP CAMBRIDGE DISTRICT HEADQUARTERS OSP CAMBR Cambridge 0OH USA
OSP WILMINGTOM DISTRICT HEADQUARTERS OSPWILMING Wilmington OH USA
OSSP JACKS0M DISTRICT HEADQUARTERS OSPJACKSON  Jackson OH  USA
DAS General Services Division DAS Columbus OH LISA
James A Rhodes State Office Tower S0T Columbus  OH LISA
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22. To select the room, click the magnifying glass next to the Room field.

Learning Component - Bl Dashboard for HCM (DAS-BI-

Session Details

*Date: 04/22i2013 [31) Display Facility to Learner
Facility: DAS General Senvices Division Q
Room: Q

23. On the Room Search screen, click the Search button to display a list of all available
rooms for that Facility.

Room Search

Facility: |DAS General Services Division | Q,

Room Type: | | _

Room Number: |

Room Hame: | |

Building Hame: | |
Room Status: |A|:1ive V| Required Capacity: I:l

Country: I:IQ City:| State: l:l

[] show Only Available Rooms

Search Results Customize | Find | View All | 28 First (] 1.5 0r5 [*] Last
Room Number Room Type Room Hame Max State
—_— Occupancy ——
BIRCH ROCM Comp Lab  Birch Room 16 OH
WILLOW COMFEREMNCE ROOM Conference Willow Conference Room 100 CH
APPLE ROOM Comp Lab  Apple Room 18 OH
BOMSAl ROOM Comp Lab  Bonsai Room 14 OH
WALNUT ROGM Conference Walnut Room 100 CH

24. Select the room by clicking the appropriate link.
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25. Enter the Start and End Times.

Activity - DAS-BI-112DAS00100120130422797

Session Details

Be sure to enter am or pm.

*Date: 0412212013 [+ Display Facility to Learner
Facility: DAS General Senvices Division Q
Room: BOMSAI ROOM Details
*Start Time: 3| *End Time: 10 *Time Zone:  EST Q
Instructors Customize | Eind | View A1l | B8 First [ 4 o4 [ Last
Name Display *Type
=] Primary . =

26. If necessary, click the magnifying glass next to the Instructor field.

NOTE: If the Activity Details tab has a Primary Instructor designated, this instructor’s
name displays automatically in the Name Display field.

27. On the Instructor Search screen, click the Search button to display a list of all available
instructors.

Instructor Search

Last Name: | | First Name: | |

Vendor: | | QL

Language: Instructor Status:
[ Qualified Instructors

I Search I Clear Search

Search Results Customize | Find | View All | #  First (1] 146 0116 [ Last
Name Display Learner |D Status

Jdeffrey Brown 279719 Active

Tricia Price 280689 Active

Sean Anthony 283113 Active

David Porter 293115 Active

DIoN CHARLES 203166 Active
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28. Select the instructor by clicking the appropriate link.
Learning Component - Bl Dashboard for HCM (DAS-BI-

Session Details

*Date: 0412212013 Eﬂ Display Facility to Learner
Facility: DAS General Services Division Q
Room: BONSAI ROOM 2 Details
*Start Time: 8:00AM *End Time:  10:00AM  *Time Zone:  EST Q
Instructors Customize | Find | View All | B8 First [4] 1 or 1 [ Last
Name Display Type
‘! David Porter Primary - =]
Equipment Customize | Find | View All | B8 First [4] 4 or 1 [ Last
Description Asset Tag Serial Number
Q (=]
Notes:

Cancel

29. Click the Apply button.
30. Click the OK button.
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31. The session displays on the Sessions tab. Verify the information is correct and click the
Save button.

{ Learning Component | Session Patterns | Sessions

Activity: DAS-BI-112DAS00100120130422797 Component: Bl Dashboard for HCM (DAS-BI-
112)

Sessions Customize | Find | View All | B First [4] 4 or 1 [ Last
Session Date Stari Time End Time Time Zone Facility Room

] 04/22/2013  &00AM  10:00AM  EDT gﬁi:ii”emlsemces BONSAI ROOM

SelectAll [ Clear All

Delete Session | Add Session

Return to Activity

B save| [=] notify | ) Refresh

Learning Component | Session Patterns | Sessions

32. Click the Return to Activity link.

33. On the Activity Details tab, change the Status to Active.

*Language; Clozed

Concluded
Inactive
Fending

Education Units:

Owner:;

34. Click Save.

||% Save | @:‘ECreate New EFClone mDelete Send Motifications Return To Activity Search

NOTE: The system is set up to “refresh” every hour. You will not be able to see
your activity until the next refresh takes place.
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