ILEARNOREGON
CUSTOM TOOLS

Bulk Enrollment

To access the bulk enroliment tool in iLearnOregon you need to complete the following steps:

1. Click Administration. Administration
2. Click Custom Tools. A new window will open.

J}Custom Tools

..... nsole

fraining Conscle
----- Approval Console

..... Manage Users

H-Manage Content
H--Manage Training

H-Manage Talent

(| IF1 I1...051

H--Manage System

3. From the Custom Tools page, select Admin Tools.
4. From the Admin Tools drop down menu, select Bulk Enroliment.

State Government’s Learning Community
. iLearnOregon g iy

Custom Tools

|EIqu Enrnllment|
Select Doma|lazols b ceed
Crgan ns

Password Set
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5. The search page will display. Click on Search Courses. A new window will display.

= ilﬂm'nor agon State Government’s Learning Community

Custum“’[ogls - Bulk Enrollment

Admin Tools » Reporting # My Billing Forms Logoff

Search for courses and users using the respective search buttons. Searching may be repeated as often as needed. After courses and
users appear in the search results, click the plus icon next to items to make your selections. You may use the X icon to remove a
selected course or user from the lists.

After you have finished your selections click the Proccess Enrollment button to assign all of the selected users to the selected courses.

Selected Courses: " Search_[fnurses ”

Selected Users:

6. Enterin the title of the course.
7. If you want to search for courses that occurred in the past then select Include sections in the past.
8. Select Search.

Search for Scheduled Courses
Course Title: Search

[ Inchide sections in the past

Close

9. The search results will display.

Search for Scheduled Courses

Course Title: DAS - HRSD Domestic Violence

Inchide sections in the past
Course/Class Title . [Cost [StartDate _ |EndDate | |
DAS - HRSD - Domestic Violence Awareness Part 1 & &)
DAS - HRSD Domestic Violence Training sl e B
Close
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10. To select the course that you want to enroll people into, select the green plus sign.

Search for Scheduled Courses

Course Title: DAS - HRSD Domestic Violence
Inchide sections in the past

Course/Class Title Cost __Start Date __[End Date [ |

DAS - HRSD - Domestic Violence Awareness Part 1 & &)

DAS - HRSD Domestic Violence Training sl e B A

b=

Close

11. After selecting the green plus sign close out of the search window.
12. On the Bulk Enroliment screen you will see that the course has been added.

= ilaﬂrﬂor egan State Government's Learning Community

Custom Tools - Bulk Enrollment

Admin Tools » Reporting » My Billing Forms Logoff

Search for courses and users using the respective search buttons. Searching mav be repeated as often as needed. After courses and
users appear in the search results, click the plus icon next to items to make your selections. You may use the X icon to remove a
selected course or user from the lists.

After you have finished your selections click the Proccess Enrollment button to assign all of the selected users to the selected courses.

Selected Counrses: [ Search Courses ]
Course/Class Title Cost _StartDate __lEnd Date | |
DAS - HRSD - Domestic Violence Awareness Part 1 1 e

DAS - HRSD Domestic Violence Training $0:00 A8 fiise
Selected Users:

13. To enroll people into the course you have selected, click on Search Users. A new window will display.
14. Enter in the search criteria for the user you are looking for and click on Search.

Search for Users
Last Name:

First Name:
Roles:
[1Search in all Domains [ Inchide Inactive Users
[ Search in Organization
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15. Your search results will display.

Search for Users

Last Name: administrator
First Name:
Roles:
Search in all Domains Include Inactive Users
[JSearch in Organization
. Job .. .
T T T T T T
Administrator - . - Other. Non State
(user) HR (Test System) ML BASE USE HRAdmin  Other NonState Employees
Administrator iL.earn (Test - . Other, Non State
(user) System) ML BASE USE_Administrator Other NonState Employees

16. To select the user that you want to enroll into the course, select the green plus sign.

Search for Users

Last Name: administrator

First Name:

Roles:

Search in all Domains Inchide Inactive Users

[ Search in Organization

T T N R T T T
Administrator - . - Other. Non State

(user) HR (Test System) ML BASE USE HRAdmin  Other NonState Employees

e ML BASE.USR_Administrator Other  NonState Ot¢t- 1on State
(user) System) Employees I@l

o

17. Repeat steps 14-16 until you have added all of the users you want to bulk enroll into the course. Once
you are done close out of the search for user window.
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18. On the Bulk Enrollment screen you will see all of the users that you want to enroll in the course.

= "_euﬂlor ﬂgﬂn State Governmeni’s Learning Community

Custom Tools - Bulk Enrollment

Admin Tools » Reporting B My Billing Forms Logoff

Search for courses and users using the respective search buttons. Searching may be repeated as often as needed. After courses and
osers appear in the search resulis_ click the phis icon next to items to make your selections. You may use the X icon to remove a
selected cowrse or user from the lists.

After you have finished vour selections click the Proccess Enrollment button to assign all of the selected users to the selected courses.

Just a reminder that the more courses and people the selected then the longer the Evrollment Process will take.

Selected Courses: [ Search Courses ]
Course/ClassTite . [(Cost [StatDate _ [EndDate |
DAS - HRSD - Domestic Violence Awareness Part 1 ey =15

DAS - HRSD Domestic Violence Training AL HAS:
Selected Users:
Last Name _[First Name [Mid. Name |[Employee ID Job Title [Agency _[Organization Title | |
Administrator HR. ML BASE USR HR A dmin Other  NonState Other, Non State Employees
Administrator ilearn ML BASE USR Administrator Other  NonState Other, Non State Emplovees

I Process Enrollments ” Cancel ]

19. To process the enrollments select Process Enrollments. You will receive a confirmation at the top of
the screen once it is complete.
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Managing Organizations

To access the organizations tool in iLearnOregon you need to complete the following steps:

1. Click Administration. Administration
2. Click Custom Tools. A new window will open.

J}Custom Tools

..... nsole

fraining Conscle
----- Approval Console

----- Manage Users

H-Manage Content
[H-Manage Training
.

H.-Manage Talent

H-Manage System

3. From the Custom Tools page, select Admin Tools.
4. From the Admin Tools drop down menu, select Organizations.

< iLlearnOregon sise Government's Learning Community

Custom Tools

Bulk Enrollment

Select Domain Tools b ceed.
|Organizatinns |

Pass&‘a‘et

5. The Organization Edit page displays. From the drop down menu select an organization you want to
manage and then click on Select Org.

State Government’s Learning Community
. ilearnOregon g by

Custom Tools - Organization Edit

Admin Tools » Reporting » My Billing Forms Logoff
Select a top level Organization to work with.

Administrative Services, Department of |_|
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6. You will now be able to add, edit, delete, or move an organization and add or delete users from an
organization.

Admin Tools » Reporting » My Billing Forms| Logoff
Select the Org. or sub Org. from the tree then choose an action.

BB A dministrative Services, Department of J
#-Budget and Management Division . Add Org
=-Enterprise Information Strategy and Policy Division '
& Facilities Division | | 2
#-Human Resource Services Division

- Office for Oregon Health Policy and Research
#-Office of the Director User Profiles
Organization: Administrative Services, Department of
ID: ORG-10700
Description: Administrative Services, Department of
Directory:
Loc Code: RDC: PDC:
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To add an organization, complete the following steps:
1. Select Add Org. This will take you to the add organization page.
2. Add the name of the organization and description.

B[ l:_n ate Gove e a Co
) D Orgo 0

Billing Admin Tools » Reporting # My Billing Forms Logoft

[Entet of change the organizations information then choose to addfupdate (or Cancel).

vl ez, Dep b ol

E-Budget and Ianagement Division
E-Enterprise Information Strategy and Policy Divsion
@-Facilities Division
E-Human Eesource Services Dinsion

- Diffice for Cregon Health Policy and Eesearch

=

Chiange Org, +

[Delete Ory
[Wlave Cry

Add Org
Edit Ory

Managers:

Directory: |

Add Mew | Cancel |

EJ--C_)EE::E thhns_];)i_i'?ctor =] UserBrafiles
* Organization |
< T [ORG-10700.013
Parent ID: ORG-10700
[~
* Description:
[~

Change |

Loc Code: | EDC: | PDC:

3. Select Add New to create the new organization.
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To edit an organization, complete the following steps:

1. Select Edit Org. This will take you to the edit organization page.

2. You can edit the organization name, description, and add/remove managers.
3. Make your edits and then select Update.

Eilling Admin Tools # Reporting # by Billing Forms Logoff

[Enter or change the orgamzations mformation then choose to addfupdate {or Cancel). To modify managers, click on a manager in the
list work: with. This will open up a secondary windoew for workong with the manager of an organization. If the only changes are with
tnanagers, then you do not need to use the update button here.

Ackniraztrative Servicey, Department of = Change Org »
w-Budget and MWanagement Diwision Add Org
w-Enterpnise Information Strategy and Policy Division -
#w-Facilities Division Edit Oy
#-Human Besource Services Division [Delete Org
- Office for Oregon Health Policy and Eesearch filoe Dy

&-Office of the Director = | User Profiles

¥ Organization:; |Administrative Services, Department of

* I [ORG-10700

Parent ID: CRG-10700

Administrative Services, Departrment of ;I

* Description:

LastName ______[FirstName ________[Mid. Name |
MManagers: Bartels Eobert ORO008ETS

Eoss Eathryn DR00124%6
Directory: | Change |
Loc Code: | EDC: | PDC: |

Update | Cancel |
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Resetting Passwords

To reset a user’s password complete the following steps:

1. Click Administration. Administration
2. Click Custom Tools. A new window will open.

}Custom Tools
..... nsole

fraining Conscle
----- Approval Console

..... Manage Users

H-Manage Content
H--Manage Training

H-Manage Talent

(| IF1 I1...051

H--Manage System

3. From the Custom Tools page, select Admin Tools.
4. From the Admin Tools drop down menu, select Password Set.

- ilearnor agon State Government’s Learning Community

Custom Tools

Bulk Enrollment

Select Domain Tools ¥ ceed.
Organizations

|F'E|55wnrd Set |
r|‘r'

U
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5. The password reset page displays. Select Search Users to find the user that you need to reset the
password for.

Eilling Admin Tools ¥ Repoding k iy Billing Forms Logoff

Select a User and enter a new password for them, This will not send out an emad notification.

Selected User: Search Users |

FPassword: |

Confirm Password: |

Change Password Refresh

6. A new window will display. Enter in the search criteria for the user you are looking for and click on
Search.

earch for Users

Last Name:

First Name:
Foles: ]
[]Search in all Domains [1Include Inactive Users
[ Search in Organization
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7. Your search results will display.

Search for Users

Last Name: administrator
First Name:

Roles:

Search in all Domains Include Inactive Users

[ Search in Organization

Administrator - . - Other, Non State

(user) HR (Test System) ML BASE USR HRAdmin  Other NonState Employees

Administrator iL.earn (Test - . Other, Non State
(user) System) ML BASE USR. Administrator Other ~NonState Employees

Close

8. To select the user that you want, select the green plus sign.

Search for Users

Last Name: administrator
First Name:

Roles:

Search in all Domains Include Inactive Users

[ Search in Organization

Administrator - . - Other, Non State

(user) HR (Test System) ML BASE USR HRAdmin  Other NonState Employees

e ML BASE.USR Administrator Other NonState O T 1Von State
(user) System) Employees I@l

o

9. Close the search window.
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10. The password reset page will display.
11. Enter in the new password and confirm the password.

Al , :." ate Gove = =% G = i est/Tra i

Hilling Admin Toals » Reporing k by Billing Forms Logaff

Select a Uszer and enter a new password for them. Thiz will not send out an email notification.

Selected User: Search Users |

Emplnyee 1D Joh Title Organizatinn Title
Administrator 1Learn (Test) ML EASE USE Administrator  Other OF Other, Mon State Employees
Password: |
Confirm Password: |

Change Passwaord Refresh

12. Select Change Password.

NOTE: The user will not receive automatic notification that their password has been changed. You will
need to either let them know via phone or email.
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Custom Reports
To view the 3 custom reports complete the following steps:

1. Click Administration.
2. Click Custom Tools. A new window will open.

3. From the Custom Tools page, select Reporting.

There are 3 reports available:

Administration

}Custom Tools
----- Repo n=ole
----- Requir fraining Console

----- Approval Console
..... Manage Users
H-Manage Content
H--Manage Training

H-Manage Talent

(| IF1 I1...051

H--Manage System

e Training Progress by User: The Official Transcript report displays a user’s training progress by
each course they have completed. The report also displays the total number of hours for each
course and the total number of training hours that the user has completed. Note: Only the user
has access to this report unless an administrator proxy logs into the users account.

e Instructor Credit: The Instructor Credit report displays the number of hours an instructor taught

by course and overall training hours.

e AlliLearn Courses: The AlliLearn Courses report displays all the active and inactive courses in
the system. The report also displays who the owner is and their contract information.

4. From the Reporting drop down menu, select the report you want to view.

f3 "

Custom Tools

Admin Tools # Reporting ¢ My Billing Forms Logoff

Official Training Progress)
Select Al ECﬂDﬂ to P]mStrUCtUr Credit

All iLearn Courses
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5. You can export the report into pdf or Excel. Click on the Select a format drop down menu.
6. Select either Excel or Acrobat (PDF) file from the drop down.
7. Click on Export.

= , fl‘ ate (Gove = =18 G 0 h ast =] (g

Hilling Admin Tools & Reporting » My Billing Forms Logoft

ol IPage width = | | Find | Mext ISeIect aformat =] Export B

State of Oregon [Excel ' Date: 6/21/2010 21
Acrobat (PDF) file

Training Progress - Completed Events

Theodore B, Kulongoski, Governor
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