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Disclaimer

K-Learning Groopakes no representations or warranties with respect to the contents or use of this manual,
specifically disclaims any express or implied warranties of merchantability osficespUigraaat

Learning Grorgserves the right to revise this publication and to make changes to its content at any time, w
obligation to notify any person or entity of such revisions or changes.

Furthei-Learning Groopakes no representations or warranties with resgecetrring Groppduct,
and specifically disclaims any express or implied warranties of merchantability spétifgsifposay
K-Learning Grorgserves the right to make changes to any and &l partsiig Groppducts at any time,
without obligation to notify any person or entity of such changes.

Trademarks
K-LMS-+andK-Learning Groage trademarksTdfe Kelly Companies.

Other brands and their products are trademarks or registered trademarks of their respective holders.

Product Support

If you have purchased a support package and have any questions diring $Hhatsarefnot addressed
in this guide, pleasmtacus.

Overview

This manual covers all areaski.iM8-+t earning Management System related to the abilities of the
Administrator (not to be confused with the System Administrator, which is a role that may be granted to a |
Administrator is not a user, and not a role; the Administrator and thmiSirstiemusdnmboth share similar
permissions, but there are differences, as explained in this manual). This is a thorough examination of the
functions and features oktbISs y st em. Thi s manual reads in the
organized.

New Updates and Releases are at the end of his document.
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ADMINISTRATIVE MENU

The administrative items on the left side of the interface can @ SYSTEM by the

Administrator. When clicked, each menu item brings up a li

additionainenu items. @ USERS & GROUPS

Users will only be able to spadges and optionghin those — menu

itemsdepending upon the permissions given by their role, se G INTERFACE & LAYOUT  the

Rolesection of the Users & Groeps and granted to them in Roles

section of their prafile m LEARNING ASSETS
@—Od\mi nistrative -hda

SYSTEM A 4

corner of the interface
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Account Settings

Portal NamieT his is the name of your portalwilhagipear in the top of the window when your sers navigate to
your portal.

Portal Hostnad@hes b d omai n of your portal ds URL

NoteThe hosaame can only be changeddilysupport representative. Contact support to change your
subdomain.

Default LanguagiedDefaulTimeZoned Users will see this language upon loading your site and all class times
will be giveninthisttme ne s ti me, wunless the time zone is s

LogirmndPasswordSets the login and password for the Administrator account.
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NotelUsers assigned an Administrator role are not able to change the password for the Administrator acco
the Administrator (haer) can change the password.

CompamgndContact Nandnformation about the Administrateugeon A few notes on these parameters:

- This information does not appear to learners or any users in a role witheli@meassSettings
section of ti&ystermenu.
- Message Center messages from the Administreger)(wilhappear to recipients as from
OAdmi ni stratoro
- In the body of Email Notifications, when the recipient is the Admhuiségiahén@rcipient
pl acehol ders pull O[] Administrator] o6 as the n
- To show your users your contact informatiofpusestiwtion of Interface & Layout.

Emaib System Administrator email address. This is where all emails directed to the System Administrator
(Email Notifications, etc).

Configuration
Login Setup Tab

SelfRegistratiohWh en O0OAl |l ow users to create their own ac
r e gi s finkin theHogin wir@ow. You can either lnsértivtor Led Trainmgser registration page or use

your own form on an external URL. If you are using an external form, you must have yodiPpage set up to u
send the user information to the LMS and create a user account. For more information, please refer to our
manual

When ORequire new user registrations to be appr

Widgetvill be added to the Administrator dashboard. Every time a new user registers, their information will

in thewidgetand the Administrator will be given the option to either accept the registration and allow the ne
account to be created, or reject the registration so that the user may not log in with that username, nor ma
other person register with thatssemeame

Reset Passwé@rd/lh e n checked, cr e a tinkisthedaginwindonf or got my pa:
Default Landing Pé&géhe age users will immediately be brought to upon login.

Simultaneous Logiwhen checked, allows multiple browser sessions/computers/people to log in with the sa
username at the same time. When unchecked, it enables the Login Priority options below.

Login Prioriswh en o0 Si mul taneous Logind is unchecked, vy
whoever logs in to the username first, or whoever most recently attempts to log in.

Widget Tab
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Checked boxes enabl&\tiiget that appear dtyDashboardhe Administrator {aser) has access to
differenWidget than users, and users with different roles have accessNald#erent

Catalog Tab

Control what your users can and cannot see in this section.

Enable Cataléy§Vhen checked, users will be able to acamassmatalog. When uncheckedGhtalog
button will not appear in the top menu, and the rest of the options itatheiCa@lagchecked and greyed
out.

Enable Catalog Sedré¥hen checked, a search bar will appear in the Catalog page.

Enable Catalog Event Caléindaen checkedsadendar will appear in the Catalog page with upcoming classes
marked in it with a stegitch icon.

Require LogWhen checked, users will not s&gathéogbutton in the top menu until they log in.

List Private Course Catéldgsen checked, users will be able to see the names of private course catalogs, b
be able to open them or access the courses within them.

Hide Course Cod&8hen checked, anyone not logged in will not be able to see course codes in the catalog,
there are any.

Enablénstructor Led Traidngwsing When checkedstructor Led Traimmaglules set to allSt@ndalone
Enrolimentill be visible in the catalog. When unchecked, they will not appear.

Enabléearning Paltowsing When checked, publidtestning Pathvill be visible in the catalog. When
unchecked, they will not appear.

Enable Community Browsiig e n checked, Jemoopsiwnt oheb&edSehft
appear in the catalog. When unchecked, no groups will appear in the catalog.

Leaderboards Tab

Determine how thaderboards are ranked here. Régkdidoards according to number of courses
completed, course credits earned, certificates earned, or certificate credits earned.

Each box that is checked creates an optiondoamiopghe Leaderbosatge(if only one box is checked,
there will only be one option in thd@xoy.
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NoteWhen all boxes in this section-ahecked, leaderboards are disabled, and the Leaudidgstiokss
not appear dnyDashboard

Ratings Tab

You can allow users to rate your courses, and you have the option to either make the ratings public, or ke
invisible to other users, and only be able to see them in your reports and individual course settings.

A few notes relating to these options:

- When you have ratings enabled here, you can
Properties section.
- Users may only give a course a rating upon completion of the course.

Privacy Tab

To maintain usersod privacy, yolorpcearnmaanlelnatw yu sreerns
data from the system onc¢edbeount hagen deleted.

User Field Configuration
Instructions Tab

Use the WYSIWYG text box to set up the instructions above the registration form that your users see whel
the 0To creat e lak(if SelRegistation is enablettipriLain Setup tke e 6

Configuratiameniy.
Data Fields Tab

These Field Label Admin View User View  Reg. Form Req. Options
are sectionl Account 2
. . ¥ View View View
the IsActive Status @ ¥ Modify Modify Modify o
data firstName First Name @ = \l\//l‘igwfy = \I\//I‘Sz;/\fy :\//I‘ig\fy o
fields
. ¥ View ¥ View ¥ View
middleName Middle Name @ o
that ¥ Modify ¥ Modify Modify
View View View
lastName Last Name & @ Modify @ Modify Modify o
@ View ¥ View 9 View
avatar Avatar @ @ Modify @ Modify Modify o

appear in different user creation sections. Y-oamanthe fields by clickingebuttomext to each field
in the oLabel déd col umn.
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The column OAdmin Viewd enables fields in the wu
and/ or User Editor role permissions. The col umn
user . The c oablesfieldsinkhe gser refisirationdorneaccessible by anyone who has clicked

0To create an lekccbhemtoReggd scelrumrerdeéédénot es whet
required (unchecked) to be filled out.

When you clickgbuttori n the 0Optionsd c¢ ol umnDedcriptioo ecaveyh f i e
to users in more detail the kind of information that field requires and you can limit the kinds of characters a
number of characters your users can input in the fielRegulgrtExpression.

WheJser Field Uplaadhecked, users will be able to upload files to their User Profile to view at any time.

User Agreement Tab

You can specify terms of an agreement between your organization and your users here, and you can also
your users agree to the agreement when they register.

Form Previews Tab

3. ol =

Each link opens a window that shows what administrators, users, and registering users see, respectively.
OAdmi ni strator Viewd |ink shows the user profil
profile viewed as a user, aridfhe gi st ration Formdé | ink shows what

Email Notifications
Create emails that trigger automatically based on events that oc&trM&hin the

To create a new emai l n ot ilinkat tbeadp of ohe pafeupdatethe t he 0
properties of an existing email notification, click on the name of the email notification in the list.

Properties Tab

Name Serves as a label for the notification. The person who receives the email will not see the name of th
notification in the message itself. The name is for administrative tracking purposes only.

Status) Enable or disable the notification by setting it to Active or Inactive, respectively.
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Event/Recipiefiindicate the event which triggers the message to send, and to whom the message shall be
Note that oO0System Admi ni st-usar}aodady usersgranted specifichlly theh
System Administrator role, if any.

From/Replyad If you would like for the message to have a fionefnegilyaddress, you can put one here. If
left blank, the from/refdyon the message will beply @asentialms.com.

Send Certain events allow the message to be triggered at a specified amount of time before or after the e
occurs.

Message Tab
Subjecd Will appear as the subject of the email to the recipient.

Priority) You can mark the email as low or high priority, if you wish. Normal gives the message no priority.
Typ® You can choose the between plain text and HTML based formatting for the body of your email notific

BodydThe message the user will gemail. Use Placeholders to have the messigeturtoation
regarding the specific course, user, and/or event trigger. For example, in the beginning of the message, yc
put, OHell o ##recipient _fir seemaimeeigightdidectly.f you wa

Web Meeting Integration

Enable and configure properties for online meeting, web conferencing and video webinar services for use
Instructor Led Trairsessions. THEMS+system currently supports integration with GoToMeeting,
GoToWebinar, GoToTraining and WebEX. In order to use any of these services, you must have an accour
provider. Tigplication Kdyefault Organizer UsernBefault Organizer Passaratidlanare all obtained

from the provid&khen creatinglastructor Led Trairsegsioran enabled web meeting service can be

sel ect ed as .Forhmere isfermatidn,leaserdfer o eudé APl manual

E-Commerce

On this page, you can set up the payment processor to use when customers purchase your courseware tr
LMS. THeLMS+system currently supports two PCI compliant payment gate@aysbits/Palyments

Standard, and Authorize.net DPM (Direct Post Method). In order to use either of these gateways, you will
have a merchant account with the provider.

The PayPal payment processor has your users pur
N o ythie user is prompted to input any coupon codes that are available. After this window, the user is pron
complete the purchase in PayPal within one hour. At this point, the user has not been enrolled in the cours
they complete the purehagheir PayPal account within one hour, they will be enrolled in the course(s).
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Unlike PayPal, the Authorize.net payment gateway accepts payment within the LMS Ul. Once you select t
Authorize.net Processing Method from {thevehrapenu, the Form Properties tab populates with options. The
options that you select in the FormiBsapértvill depend on how your Authorize.net accoudR$ set up.

Login, Transaction KegPublic Keyre all found in the Settings of your Authorize.net account, when you click
OAPI Credentials & Keysbo

Upon cl i ckijtrhge ochdud steo wGdrlt e added to the user?
any coupon codes, add any more courses they wis
their purchase(s) ., th@nparehase wilemnpletddndtiey villde dnnolied in 2@y d e
courses they had in their cart.

Coupon Codes

Coupon codes are used to give discounts to learneesrgh ansetfurseBo create a new coupon code, click
t he o0New [hkattpedop of e mhgedpdate the properties of an existing coupon code, click on

theo buttorfor the coupon code in the list.

NoteThis section only becomes visible when a payment gateway isitiérentedersection of the
System menu.

Once you have created a coupon code and given it to your learners, they will go to your catalog, and wher
usually an O0Enroll é6 button, there will be an 0A
0 Coupon Cdathe goursectheynwish te digcount, and put the coupon coegpimthéqrapf the

coupon code is correct and set to apply to the item, the discount will be applied, and the user will be able t
0Checkout 6 and purdrateaese the item at a discounte

I f the coupon code makes the item free, once th
be immediately removed from the shopping cart and added to their enroliments. They will not need to click
0Checkouté button.

Tracking Codes

Google Analytics or other web traffic analytics solutions can thekis®dSHitS These tools will give

insight into how users navigate through your LMS and what pages are popular. To use these tools, you wi
to set up an account with the solution provider that you prefer (Google Analytics, for instanga)e These tools
you tracking codes that can be put in the LMS to enable the analytics tracking to occur.

Once you enter your tracking codes in the box on the Tracking-Cld@ewiiagepmatically embed your
tracking codes on key pages within your LMS, whose traffic will now be tracked by your solution provider.
pages that will contain the tracking codeHomthPag€atalog pagesnd anCommerce Checkpages.

10
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API

An Application Programming Interface (API) is avail&bld/iS#ikiS. The API allows other software to
interact with tlikeLMS+software. Note that only specific functionality is suppokedSAANREFor more
information, please refer to our APl manual

XAPI Endpoints

K-LMS-+provides the ability to set up XAPI endpoints to record data to the Learning Record Store (LRS) fror
accessed outside ofkhdMIS+.MS. You can generate a key for each piece of your content, or one key for all
content, depending on how many people or sources require permission to record data to the LRS, and ho
that authentication distributed.

If you only need one authentication key for everyone accessing content outside of the LMS to be recorded
LRS, you only need to generate one key. If you would prefer that everyone accessing the content have the
authentication key, you wouktaterkeys for everyone.

Click on 0Gener atTeupdat thé label oame forahe keg or deaoﬁvatwit,&(ym the
buttorfor the key in the list.

Logs
The system records data about certain events that occur are accessible on this page.

Email Log
Listina of ema Ry

Report Subscription Log

@ Exception Log
Listing of system except s (errors) that have occurred

System Event Log
Listing of tem e ts that have occurred

11
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USERS & GROUPS

Users

l

Iﬂ Import Activity Data
‘) Import Certificate Data

E!J Team Leaderboards

USERS & GROUPS

Groups
New Group

12
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Clicking th&¥ buttoron the top right corner of the Groupshmisers & Groups rperfarms the same

functionality as clicking ONew Groupo6 from the
Namé&Vi si bl e in the o0Communitiesd section of the
profile i f OPublicize Membershipd is not checke
AvatabVi si bl e in the oCommunitiesdé section of the
Self JoiAAl | ows or prevents users to join themselves

(forces OPubl i ci z elfthdephdn ¢ disabledpthe group wilbnet siow @pdnkhe d ) .
oCommunitiesod section of the Catalog.

Publicize Membershiphows or hides membership to group in user profiles.

Discussiofd\Enables or disables a discussion board for the group. If discussion moderation is enabled, whe
are made to the discussion board by group members, they must be approved before theyszan be displaye
section belgw

Short DescriptidPlain text only box for a brief description of the group.

NoteThis field hada2-charactdimit. If you need graphics or need to go into more detail about the group, us
theDescriptioW/YSIWYG box.

Search Tag#\ny words you would like associated with the group for users to be able to search for it in the
bar on the Groups page.

NoteAny part of the Short Description can also be used when searching for a group.

B Name, Members +

CIR vl e (/]
Modify Group
For each group listed in 0Groupsdé, there are bu

- ° Group Properti@see section below
- AutaeJoin Ruldgssee section below

- Enrollmentssee section below

- Documentssee section below

To view more informatr@hmodification options for an existing group, click on the name of the group in the i

13
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@ v BB E $SbEa S

@DashboariiView a summary of the groupod6s informatio
createautpoi n rul es for the group from the shortcut s

| | Group Properti@all properties from the New Group page, with a Group Members tab, where you can
manage the list of members in the group.

4 AuteJoinRulésCl i ck O New Rulesetd to set rules that
the criteria in thelesetTo update the properties of an existing ruleset, click on the name of the ruleset in the

EnrolimentsManage any enroliments assigned to the group. Do not create group enroliments here. In:
create an enrollment frontibheséViodificatiopage, and on the enroll ment 0:
ruleset that auemrolls members of the guppdate the properties of an existing enrollment, click on the
name of the enrollment in the list.

gﬂ Private Catalog AcéeS$/e groups access to private catalogs.
El' Roles) All members of a group can be assigned a role(s).

DiscussiofGr oup6s Message F ediscusaiondModerafisnenabtedl in ®rougd e r a t
Properties, posts must be approved by either the Adminigsatprguser in a role with the Group Manager
per mission for that group, or one of the groupo

Message Feeda b of t he Discussion section of the grouyg

B DocumentsUpload documents accessible only to group arehdrginize them within document
foldersTo update the properties of an existing document, click on the name of the document in the list.

14
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Users

Al users in your portal are | isted here. Use t
Userdé to create a singular new user in the syst
accounts.

Clicking th&¥ buttoron the top right corner of the UsénghmxJsers & Groups rperfarms the same
functionality as clickingy s e r & H &seth 6f rodses pagé. e

New User

The

fields in this form are dictated by the opt

of théJser Field Configurasettings

User Batch

Use the table on this page as a reference to create a spreadsheet with the information about the users yot
import. You will then export the spreadsheetda$iraitad text file (from Excel on a PC), a Windows Formatted
Text file (from Excel bfac), or a Tsdparated values (.tsv) file, which upon downloading, you will then chang
the extension to .txt (from Google Sheets on a PC or Mac).

A few things to keep in mind when performing a User Batch:

I f there is data the system cannot read in o
field has O0Trued or OFalsed6 rather than the
If there is a space, tab, or enter in-thetbhbi mi t ed f il e after the very

If you are updating one or more user accounts rather than creating new ones, the system matches
existing user data based solely on the username. Make sure that the username is correct for users
to update through a batch upload.

When updating existing user data, any fields left blank in the spreadsheet will clear those data field:
user profile in the system if they were filled out. Be sure to include all needed/relevant profile data ir
batch upload, even ifthatdatdis eady i n the userds profile in

Merge User Accounts

15
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merge two user accounts, first select the so
name from the list and then select the destination user account. All associated objects and user properties
copied to the destipatiser account, and the source user account will be deleted.

2 Rogers, Ken

@ QD E w 2R @M e ¥EHEO

»

Modify User
For each user |l i sted in oUserso, there are butt

- 0 User Profifesee section below

@ Impersonatgsee section below

- @ Group$ see section below
@ Role$ see section below

Enrollmentssee section below
To view more information and modification options for an existing user, click on the name of the use
list.

2 Rogers, Ken

@ Q E w2 R @ e EEE

@DashboariiView a summary of the userds i nformation
new enroll ments for the user from the shortcuts

2 User Profi@All properties from the New User page, with a Files tab (if ebabledi#dtieonfiguration
settings) where the user can upload and view their files.

16
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. .
EnrollmentsManage any enrollments assigned to the user. You cannot create recurring enrollments h
Instead, create an enroliment framnueModificatopage, and on the enrol |l me
create a ruleset that aenioolls this user, or users with certain parameters, to the course.

EJ Certification®Join user to or delete certifications.
| Group$ Add or remove the user to or from one or more groups.
~ Certificate8 Award and manage user certificates.

TranscrigtHistory of completed coutsesning Pahandnstructor Led Traisifig print the records in
the selected tab or print all records, click the printer symbol.

ll! Import Activity Détace section below

~5 Import Certificate Datsee section below

@RoleﬁManage user rol es. Use the oDisplay Effect
based on their role(s).

Calendad Opens a calendar window with icons indicating cimstsechmidLed Trairs@gsions.

@ Impersonat&lLogs you in as the user.

Import Activity Data

K-LMS+allows you to import historic course completion data for users who have taken courkes outside of tt
LMS+MS. This information can be imported and displayed on user transcripts and in reports.

Use the table on this page as a reference to create a spreadsheet with information about the users you wi:
import. You will then export the spreadsheetdat$iraitad text file (from Excel on a PC), a Windows Formatted
Text file (from Excel oncy, Miaa Taeparated values (.tsv) file, which upon downloading, you will then chang
the extension to .txt (from Google Sheets on a PC or Mac).

A few things to keep in mind when Importing Activity Data:

- I'f there is data the system cannot read in o
oPassdé or oOFail é rather than the required 0P
- Ifthere is a space, tab, or enter in-thethbi mi t ed f il e after the | ast

- If the username does not already exist in the system, the upload will fail. The user needs to be in th
before activity data can be imported.

17
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- I'f there is a course in the system that matc
transcript wildl reflect that courseds inform
to one in the system, and the coerseditferent in the activity import document from that which is
already in the system, the system will not import the course title from the document and will instead
attribute the userdés activity to the course

NoteThere is a link in each individual user profile to Import Activity Data. Both the page here and the link it
user profile serve the same purpose. There is no difference between either and it does not matter on whicl
perform the upload. Tha dél be imported the same way.

Import Certificate Data

K-LMS+allows you to import historic certificate data for users who have earned certificatiokd b #side of the
LMS. This information can be imported and displayed on user transcripts and in reports.

Use the table on this page as a reference to create a spreadsheet with all of the information about the use
wish to import. You will then export the spreadshedebsaedbext file (from Excel on a PC), a Windows
Formatted Text file (fraxalEBx a Mac), or aJepimrated values §.tde, which upon downloading, you will

then change the extension to .txt (from Google Sheets on a PC or Mac). A few things to keep in mind whe
Certificate Data:

-1 f there is data the system cannot read in o
field is not in the correct Date/Time format specified in the table on the page), the upload will fail.
- Ifthere is a space, tab, or enter in-thethbi mi t ed f il e after the very

NoteThere is a link in each individual user profile for Import Certificate Data. Both the page here and the li

each user profile serve the same purpose. There is no difference between either and it does not matter on
page you perform the uploadddth will be imported the same way.

Team Leaderboards

Usersd rankings, names, and s c odownsattlertop ofthe magee d h
(each option in the ddogvn enabled under the LeaderboardSdabdnratiyn

Noteif the boxes in Configuration under the Leaderboards tab are unchecked, the Leaderboards section w
appear under Users & Groups

Roles

18
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Roles grant certain permissions to users. You can create different roles with different sets of permissions.
have more than one role assigned to them.

Role permissions are broken up into sections according to the Mddueistihattoeach permission gives the
user access to. If a user is assigned a role that has even a single permission chNeélgei sndestkat t i o n
the user will be able to sed\ftgedn the left side of the LMS. They will only be able to see the section(s) wit
thatWidgethat their permissions allow/require. Roles may have as many permissions checked as desired,
any of the differ&didgesections. Users may be granted an unlimited number of roles.

The role of System Administrator cannot be deleted, and its permissions cannot be limited nor altered (Sy:
Administrator has all permissions). The role can be assigned to any number of users.

NoteThe Administrator is not a user, nor a role (not to be confused with the System Administrator). The
Admini stratords information is found in System
LearneWidget, while a user with the System Administrator role does have accésddetl Alsoerote

that the Administrator cannot create report subscriptions.

Clicking th&¥ buttoron the top right corner oRtiledoxi n t he 0 Us e peforlsthésame p s 6

functional i Roy@ afsr Rohlpiagdke viawgmore Mwrmation and modification options for an
existing role, click on the name of the role in the list.

19
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INTERFACE & LAYOUT

INTERFACE & LAYOUT

Horme Page C55 Editor

A @
O

Masthead mage Editor

Footer

Home Page
Use the WYSIWYG editor to modify the home page of your portal.

Masthead

Use this section to upload your own branding images and backgrounds in the Masthead (the very top men
My Dashboard, Message Center, and Catalog in it). The Home Page tab allows you to change the appear
Masthead as it appears on autengzreen. The Application tab allows you to change the appearance of your
system as it appears on mobile devices.

20
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Footer

List your company name, email, and website here. Any other information or customization you would like t
in the Footer must be managed through the CSS Editor.

CSS Editor

Here you can go even deeper into customizing the LMS look and feel by editing the CSS of the individual |
Make sure to test your modifications on as many different browser versions as possible, since necessary f
page can be inadveryeoliscured on one browser but not another. We recommend that only those who are
familiar with CSS use this feature.

To get rid of any and all changes thatgoa d e, cl i ck .0 Revert to Defaul't

Image Editor

All images used in the system (buttons, icons, any graphic you see on your pages) can be swapped out fo
images and icons here. Use the file system on the left to search through and find the icon or button that yc

looking to change. Clickéme 1 con png, then click o06Choose File
graphic with. Dondt forget to click 6Save Chang
Youcarevert o t he ori gi nal graphic any time by clicki
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The&k-LMS+MS was designed with the intent to have all course, catalog, and enroliment creation and
management occur withinmeisu

Course Catalog

Create, delete, and add courses to your catalogs here. You can click and drag your courses and catalogs
the order in which they are displayed in t-he Ca
alone coursesnotinaisge¢c ed catal og wi || be displayed under

I f you have a course within a ,goawibhdeletgthesaalogthat e d ,
the course resides in. To remove a course from
Catal ogo

I f you select O0Course Cat al og0,alxdtalogshhatydubgve of t h
created wil! be deleted. The main 0Course Cat al

To place a new catalog within anpaodcreatethemewtcatdog.qg ,
It will appear under the o0Catal ogsod6 he-aathlogsg abo
cannot be moved into another catalog. They must be de@tatethditdin the new catalog.

Courses

Clicking th&¥ buttoron the top right corner o€thesesox n t he 0 L e a performsghe ams et s
functi onal i Courséa sf rdOborseplgecn g 0 Ne w

New Course
Properties Tab
Revision Cod€reated upon completion of course creation. For internal tracking purposes only.

Code Use course codes to simplify course data management, including running reports, as well as
importing user activity data.

Titled The title of the course. Users can see this title.

Catalog Shortca@i&iving a course a catalog shogendrates a unique link to the course as viewed
from the Catalog. This link will be in the following format, with {portal name} replaced with your port
hostname and {catalog shortcode} replaced with your chosen shortcode.

https://{portal namelname.coltatalog/?type=course&sc={catalogsiue}
Credit® Number of credits a learner earns upon completion of the course with a passing score.

Cosb Charge users to-gelfoll in thieearning Paifriyou have a payment gatewayirset up
Commerce
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Avatad Appears as the background for the course tile in the Catalog, and as an icon next to the cou
on the course enrollment page.

Estimated Lengtfbives users an idea of how long a course takes to complete. This does not affect a
coursgarameterg;is just meant to be an estimate/guideline for the user.

Short DescriptiéiPlain text orthpx for a brief description of the course. If you need graphics or need t
go into more detail about the course, Desc¢hiptioYSIWYG box, dDhjectived/YSIWYG box.

Search Tag#\ny words you would like to be associated with the course for your users to be able to
for it in the search bar on the Catalog page. The search bar only pulls search results based on cour
Title, and Search Tags, so put any keywongofrtite ®escription boxes that you want your learners to
be able to search for in the Search Tags box.

Settings Tab
Rating@ Allow users to rate the course (one to five stars).

DiscussiodEnable users to post comments on a discussion board linked to the course. Only the
Administrator (raser) and any users in a role with the Course Manager permission for the course m
manage posts made to the courseds discussion

If the box for discussion moderation is checked, the Admimsserpaiidcemy users in a role with
the Course Manager permission for the course must approve or deny posts to the discussion board
box for discussion moderation is not cpeskewill not need approval to be posted.

If the box for allowing users who are not enrolled in the course to view the discussion is checked, al
loggedn user will be able to view and post to the discussion board. If the box is not checked, only le
who are enrolled in the course wilelie aiew and post to the discussion board.

Module Orderid@etermines whether the modules need to be compfetetfiarder.

Published Whempublisheda course is visible and able to be enrolled in by users. Exceptions to this
include if the course is put in a private catalog in the Course Catalog section, or if the course is rem
from all catalogs entirely in the Course Catalog sectinpulMebgé course is neisibleand

users are not able to enroll themselves in the course. The Admiumsstnatord neers with certain
privileges may still enroll users into an unpublished course.

Closed@ Whertlosedind published, a course is visible to users, but users are unable to enroll in the
course, and where the O0Enroll é Iink would be
lock icon appears in the top right corner of the cdues&dn@niBtrator (amer) and users with

certain privileges may still enroll users into a closed course.

Locked Wherhocked a course is automatically closed, neither the Administrseoy floomnisers with
privileges may enroll users into the course, any users currently viewing the course will be kicked ou
any users currently enrolled in the course will bdauradiidite course.
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SelfEnroliment Daééf users enroll themselves in the course, they have this amount of time to comple
the course. If they do not complete the course by the due date, the course will be moved to a sectic
enroll ments mar ked 0 Ovstthedlue eale; sea below). hei r acces

SelfEnroliment Access from StdBelfEnroliment Access from First Laathatpntrol the same
parameter. This parameter controls when the user loses access to the course. Whichever date corr
earliest is the date on which the learner loses access to the course.

NoteDue date does not affect course access. If a user completes a course before the due date, the
continue to have access to the course up through the Access from Start or Access from First Launc
(whichever comes first). If a user does no¢ eooapleste before the due date, the course will be moved

to a section of their enroll ments marked 0Ov
through the Access from Start or Access from First Launch date (whichever comes first).

SelfEnroliment Appro¥élenabled, the enroliments of users waroaklh the course must first be
approved by an administrator.

Social Med@&Add social media links to be displayed when the course is viewed in the Catalog.

PrerequisitésUsers will need to complete the prerequisites that you select in order te be able to self
enr ol | i n the cour se. | f,they will only mebdaeaccompletd ong of the n
courses you select in order to be able to seld | | in the course. ,|I f you
they will need to complete the courses you select.

NoteThese prerequisites do not apply to users enrolled into this course by admins or users with
permissions that allow them to enroll users into the course. Prerequisites for these enrollments are
the individual enrollment set up.

Personnel Tab

Expertd Course experts can grade and/or mark corplegm®mraining modules and Task modules,
if the box allowing them to do so is checked under the content package in the Content tab in the mc
Their name and email @adhdntdées cwiulrlsedEp eanan nu pa

Enroliment Approvi@@ourse enroliment approvers can approve or deny enroliment requests made b
users who selfiroll in the course. If enabled, course experts and/or user supervisors can be allowed
approve enroliments.

Sample Screens Tab

If you would like to show learners what a course will look like, you can include images of your conte
other images that will represent what your course will be covering.
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B Name (Code), Rating, Credits ~

. & Sample Course (sample001) 0 o FD

Modify Course

For each course |isted in o0Coursesao, t here are

0 Publish/Unpublish Coisee section below
- 8 Open/Close Coufseee section below
- 0 Course Propertiesce section below

- Enrollmentssee section below

To view more information and modification options for an existing course, click on the name of the course

€7 Sample Course

@ < 2 A HB

@DashboariiVi ew a summary of the courseds informati
modules, course material, certificates, email notifications and enrollments for the course from the shortcut:
under OActionsbo

4 Course Propertiggiew and modify course properties, settings, personnel and sample screens set durir
course creatiageg aboye

Modules Tab

Create, edit, and delete individual modules within a course. Attach content to new modules under tt
Content tab, by selecting the kind of content you want the module to display (content package aka |
Instructor Led Trainifgsk, and/or OJT), and then choosing the content packages to attach to the mo
The list of content packages you choose from is pullén friemt theckasectiorof the Learning
Assets menwhere you would upload your content packages before creating your courses.
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Content Packagj€elect a SCORM package from the Content Packages section.

Instructor Led Trailfhaglulé Select amstructor Led Traimmaglule from thestructor Led Training
section.

Task Upload a document for users to fill out/follow directions from, and then upload a response to k

assessed by the Administrateu(soer ) , Supervisors (i f OAll ow |
this task as complesedidof i Achewkexpemansl/ bor E
this task as completedd i s checked).

OJBOJ T st a-thellso bf orrmhasitg@a ohngodule can be used by instructors for training user:
oneonone oallowing users to demonstrate their ability to apply the skills that they have learned. Thi
of module contains content that is completed by the Administrater{npn, user ds Supe
Expert (depending on wheRhectarboxes are checked) rather than the user. OJT modules are
completed from the OJT Prodttidggbn My Dashboard. The Administratos€noisupervisor, or
Expert clicks the oViewd icon to view the mo
a 0Completedd status.

NoteXYou can give the learner options of what activity they would like to complete within a module b
selecting more than one content type under a
the module will have a down arrow icon wheoaflaeraati button usually is, and addep will

appear with the content types that were selected (see screenshot). The learner will only be able to
oneof the activities in order to pass the module.

0000 :

Course Materials Tab

Course Materials are documents that you can upload farrécbowiiééisted on the course
enrollment page and able to be downloaded by all users, or only enrolled users, depending on the
mat er i alT@update the propeantigssof existing course material, click on the name of the cours

material in the list. Clickinsebuttorfor a course material in the list makes it either private or public.
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~ Certificated Users who complete this course will be awarded any certificates in this section. You can e
create a new certificateudld a certificate based on a certificate template, foarmtiicdhiee Templates
section dhelLearning Assetenu

New Certificate

Name The name of the certificate. Recipients can see this name in their account if they receive the
certificate.

Issuing Organizatioriou can include in the certificate data where or which organization the recipient:
the certificate from.

Credit® Indicate how many credits this certificate is worth. Note that Course Credits and Certificate
Credits are separate, and never totaled together.

Code Assign the certificate a code for your own internal tracking purposes, as well as for the Impor
Certificate Data function.

Status If this box is unchecked, the certificate will not be awarded upon course completion.

Award Whether or not this box is checked controls how the certificate is awartid@d & andser re
passes the course again.

CheckedThe certificateds award date wil/l r ef
completed and passed.

Unchecked The award date will reflect the first time that the course was completed and pass
before the certificate expired. If the coutskesndqeas sed bef ore the ¢
expiration date, the award date will be the date upon which #isdficstypassed. If the

course isttakenandqeassed after the certificateds e
the date upon which the course-taaismeand {gassed.

Expiratioi The certificate will be revoked upon the date of expiration, if there is one.

Descriptiod Use the WYSIWYG box to describe the certificate (its significance, what it means, etc).
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In theCertificate Buildeb, you can modify the appearance of the certificate.

O Upload Background Image

FIC q
COMP;.fETION %6\

THIS CERTIFICATE IS PRESENTED TO

@ savecHances [EONNGH

To change the certificateds i mage, <click oUp

Click the red oMenudé button, and type text i
to put it somewhere on the certificate. Click andideag Fieldso have data fields pulled from the

~

recipientds profile when they are awarded th

.‘. Email Notificatiodset up email notifications related to events linkegdoitizsurse here. These
notifications function just like those foun&inahé\otificatiosection of tHgystermenuhowever when
created from the course page, the notifications only pertain to events related to the course.

NoteThe system prioritzasrse@mail notificationevewsystenemail notifications. If there is an email
notification in the system and one in a coursebo®
enrollment, course completion, etc), the system will ONLY send the course email notification.

EnrollmentsThe LMS is set up in a way that prefers that enrollments be created here, rather than in tt
profile, or in a group. Rulesets are useettoralutsers during the enroliment Lifespan period (the Rulesets tal
appears once the Properties tidie fenrollment is correctly filled out and saved).

New ORé&ime w/Fixed Dates

Utilize this type of enrollment when you want all enrolled users to take the course once, and within 1
date range.
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Labeb Internal label for the enrollment for internal tracking purposes. Only the Admsgsjrator (non
and any users with permissions to see and/or create enrollments for the course will see this label. L
will not see thHabelthey will only see the course name.

Prerequisitéslf checked, users will not be able to launch the course until the courses listed in the

Prerequisites tab of the Course Properties section are completed (depending on what is marked in
Prerequisites tab in threnernsrwieldls &€iotuhesre Pe®
single course |Iistedd6 or O0OAll <courses | isted

Force Assignmént this is checked, and the user matches the ruleset criteria during the Lifespan of tl
enrolliment, the user will beenralled in the course regardless of if they took the course previously in
onetime enrollment. If this iklecked, users whatch ruleset criteria during the Lifespan of the
enrollment will not be eernoolled in the course if they already took the course previctisig in a one
enroliment.

Lifespan StaabdLifespan Emtictate the timeframe within which users who match enrollment ruleset
criteria will be enrolled. Before and/or after that timespan (if the Lifespan Start does not begin
immediately, and/or the Lifespan End is not infinite), nobody-erlidikddothe course.

Lifespan Timez@righe time zone within which the course is taking place. The course enrollment time

reflect differently for user profiles set to
The default time zone for the enrollment is that which icsetuinttBettinsection of the System

menu.

DuedThi s is the date on which the course must

run past the due date, so the course will still be accessible to the user after the due date; it will appe
under the 0Over duNddetlfttheybdo aoiinplete bhe ¢ourse Rastrthe Huke date rtheis
completion will be noted as overdue.

Access from First Ladnidiis parameter controls when the user loses access to the course. The cour:
will be moved to the 0EXjagetthe adsérwii rotthe able to laonth t h
it, and it will remain in the OExpiredd sect

New OrR€ime w/Relative Dates

Utilize this type of enroll ment when you wan
range within which they can take the course is dependent on when they are enrolled, rather than th
for every user.

Labeb Internal label for the enrollment for internal tracking purposes. Only the Admsesjrator (non
and any users with permissions to see and/or create enrollments for the course will see this label. L
will not see this |glilkeéy will only see the course name.

Prerequisitéslf checked, users will not be able to launch the course until the courses listed in the
Prerequisites tab of the Course Properties section are completed (depending on what is marked in
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Prerequisites tab in the courseds Course Pro
single course |istedd6 or O0OAll <courses |isted

Force Assignmént this is checked, and the user matches the ruleset criteria during the Lifespan of tl
enrolliment, the user will beenralled in the course regardless of if they took the course previously in
onetime enrollment. If this iklecked, users whatch ruleset criteria during the Lifespan of the
enrollment will not be aenoolled in the course if they already took the course previctislg in a one
enroliment.

Lifespan StaahdLifespan Emictate the timeframe within which users who match enrollment ruleset
criteria will be enrolled. Before and/or after that timespan (if the Lifespan Start does not begin
immediately, and/or the Lifespan End is not infinite), nobody-erlidikddothe course.

Lifespan Timez@righe time zone within which the course is taking place. The course enrollment time

reflect differently for user profiles set to
The default time zone for the enrollment is that which KcsetuinttBettinsection of the System
menu.

Delay If a user meets the ruleset criteria, they will be enrolled in the course this amount of time afte
meet the criteria. If there is no delay, they will be enrolled right when they meet the criteria.

DueThi s is the date on which the course must
run past the due date, so the course will still be accessible to the user after the due date; it will appe
under the 0Over duNdgetlfttheybdo aoinplete lthe ¢course Rastrthe Hue date rtheis
completion will be noted as overdue.

Access from StantlAccess from First Latmat¢h control the same parameter. This parameter controls
when the user loses access to the course. Whichever date comes the earliest is the date on which 1
| earner | oses access to the course.dsThe cour
Enrollment¥/idget t he wuser will not be able to | aunch
days before it is completely removed.

New Recurring w/Fixed Dates

Utilize this type of enrollment when you want all enrolled users to take the course on a periodic bas
within the same date range.

Labeb Internal label for the enrollment for internal tracking purposes. Only the Admsesjrator (non
and any users with permissions to see and/or create enrollments for the course will see this label. L
will not see this Ighieéy will only see the course name.

Prerequisitéslf checked, users will not be able to launch the course until the courses listed in the

Prerequisites tab of the Course Properties section are completed (depending on what is marked in
Prerequisites tab in threnernaurwieldls &€iotuhesre wPe®
single course |Iistedo or OAlIl <courses |listed
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Lifespan StaabdLifespan Emlictate the timeframe within which users who match enrollment ruleset
criteria will be enrolled. Before and/or after that timespan (if the Lifespan Start does not begin
immediately, and/or the Lifespan End is not infinite), nobody-erlidikddothe course.

Lifespan Timez@righe time zone within which the course is taking place. The course enrollment time

reflect differently for user profiles set to
The default time zone for the enrollment is that which iscsetinttBettinsection of the System

menu.

DuedThi s is the date on which the course must

run past the due date, so the course will still be accessible to the user after the due date; it will appe
under the 0Over duNddetlfttheybdo aoiinplete bthe ¢ourse Rastrthe Huke date rtheis
completion will be noted as overdue.

Recurren@eThe user will beereolled in the course as often as dictated here. An end date cannot be ¢
for this parameter. Recurring enrollments recur until the enrollment is deleted.

Access from StantlAccess from First Latmt¢h control the same parameter. This parameter controls
when the user loses access to the course. Whichever date comes the earliest is the date on which 1
| earner | oses access to the course.dsThe cour
Enrollmentd/idget t he wuser will not be able to | aunch
days before it is completely removed.

New Recurring w/Relative Dates

Utilize this type of enrollment when you want all enrolled users to take the course on a periodic bas
each userds date range within which they can
enrolled, rather than the same for every use

Labeb Internal label for the enrollment for internal tracking purposes. Only the Admsesjrator (non
and any users with permissions to see and/or create enrollments for the course will see this label. L
will not see this Ighikeéy will only see the course name.

Prerequisitéslf checked, users will not be able to launch the course until the courses listed in the

Prerequisites tab of the Course Properties section are completed (depending on what is marked in
Prerequisites tab in threnernurwieldls &€iotuhesre wPe®
single course |isteddé6 or O0OAll <courses |isted

Lifespan StaahdLifespan Emiictate the timeframe within which users who match enrollment ruleset
criteria will be enrolled. Before and/or after that timespan (if the Lifespan Start does not begin
immediately, and/or the Lifespan End is not infinite), nobody-enitdieddeothe course.

Lifespan Timeza@righe time zone within which the course is taking place. The course enrollment time

reflect differently for user profiles set to
The default time zone for the enrollment is that which icsetinttBettinsection of the System
menu.

33



P4 The K-Learning Grou
A g p

A Kelly Company

Delay If a user meets the ruleset criteria, they will be enrolled in the course this amount of time afte
meet the criteria. If there is no delay, they will be enrolled right when they meet the criteria.

DuedThi s is the date on which the course must
run past the due date, so the course will still be accessible to the user after the due date; it will appe
under t he 0Over duNddetlfttheybdo aoiinplete the course Rastrthe Huke date rtheis
completion will be noted as overdue.

RecurrenceT he user will beereolled in the course as often as dictated here. An end date cannot be ¢
for this parameter. Recurring enrollments recur until the enroliment is deleted.

Access from StantlAccess from First Latmach control the same parameter. This parameter controls
when the user loses access to the course. Whichever date comes the earliest is the date on which 1
|l earner | oses access to the course.fsThe cour
Enrollment/idget t he user wi | | not be able to | aunch
days before it is completely removed.

Modify Enroliment

To update the properties of an existing enrollment, click on the name of the enrollment in the list.

Click ONew Rulesetd6é in the Rulesets tab to s
the criteria in tRaleseflo update the properties of an existing ruleset, click on the name of the rulese
the list.

DiscussioéView the discussion board for the course (if it is émalledrgeettings tgb

Content Packages
All course content is uploaded and stored in the Content Packages section, and courses are created from

content . Our content section accepts SCORM pack
ogv,andwebmor mat (t hrough the o0l mport Videod6 functi
Power Pointé function), and PDFs (through the oI

To update the properties of an existing content package,rdiclemf theontent packagethe listTo
create a course from a content package, alick 0
specificontent packagdkhis will create a course iidbesesection.

Notelf the package import fails, it is usually either because the package i&B(merftleasiZe limit), or
there is an issue with the manifest file in the SCORM package. Be sure that the name of the package doe:
any special characters in it, nor are there any special characters in the <title></title> line of the manifest fil
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Quizzes & Surveys

The-LMS+system provides a quiz and survey authoring tool for those who wish to create a quick quiz or st
either as a standalone session to be displayed on the Catalog page, or to be attached to a module within ¢

Clicking th&¥ buttoron the top right corner of the Quizzes & Surveys box performs the same functionality &

clicking ONew Quiz/ Surveydé from the Quizzes & S
The oldentifiero will be the name of the SCORM
oTitled wil! appear to users when they take the

Once ydill out the propertfes a new quiz or survéy,Cre&te Quiz/Surgtysave it as a draft, or click
0Create and Pathmhtheshiz ofsurvey ihntGaicontert package and send the package create
theContent Packagegtion. To turn the Quiz or Survey intakseodurse, go to the Content Packages
sectionglick on the name of the content package you created when you published trendutzeor diakey,
the ol mport this Packageo | ink at the top of th
Title of the quiz or survey.

To use the quiz or survey in an already existing courSe, gecsettionclick on a course name and click

oCreate a new modul ed under the Actions section
t hen cl i ck 0SeSelectthe cahitent package thd eontdina tipeeqdiiz or survey that you create
click 0Selecandomhemtatbatckeagledt t om of the page,

Instructor Led Training
Newnstructor Led Trairtaglule

Clicking th&¥ buttoron the top right corner olfrtsteuctor Led Traitiog performs the same functionality as
c | i c k instrgctoolLidceTnailing d u | e Oinsfructar bred Traifgtaglules page.

Titled The name of the module.

Avatad You can attach an image to the modulejilbécket dlse background of the course tile in the
Catalog (if the module is available as @alsta@dourse), as well as in other areas.

CosB Only charged if the course is available asabstaodurse, and the useesedfls.

Descriptio Appears on the page for the-atanel course (if available), as well as-theevpiopow when the
module is launched in a course.

Search Tagsn the Catalog search bar, when these terms are entered, the course will come up.
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Standalone Enrolimé&kthen checked alone, users can besrtietor Led Traimrgglule as an independent
module offered in thstructor Led Trairsiegtion of thi@talog and are able to enroll in the module on its own,
independent of any course it may be a part of.

Noteif there are no sessions scheduled withgtrtiotor Led Traimmaglule, the module will be marked as
0Closedd on the modul ebds page from the tile in

Restricted EnroliméNthen checked alone, users cannotlsstlctor Led Traimmaglule as an
independent module offered imsheictor Led Trairsagtion of the catalog. Only the Administraisefhon
and users assigned roles that allow them to enroll users can enrdtisisgctomLibe Trai@a@
standalone enrollment.

WheibothStandalone EnrollmamdRestricted Enrollment are checked, users cansegctoe Led Training
module as an independent module offerddstribtor Led Traisiegtion of ti@atalog, but only the
Administrator (naeer) and users assigned roles that allow them to enroll users can enroll users in the mod

Restricted DrépyWhen checked, learner can only be dropped from the module by the Adumseigtrator (non
user with permissions to manage user enrollments, or an instructor. When unchecked, the learner can dro
module on their own.

Modifynstructor Led Traidituglule

9 @

For eachnstructor Led Traimng d u | e Irstrustdr leed Traifhg du |l es 6, t her e are L
to modify the module:

- o Instructor Led Trairingpertiedsee section below

- @ Sessiondsee section below
>

'.;] CPR in Person

@ i3

- To view more information and modification options for lastexcsondied Traimmaglule, click on
the name of the module in the list.
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€N DashboardView a summary ofis&gructor Led Travhgd ul e ds i nf or mati on an:
create new sessiand email notifications foilrikuctor Led Traimitagluldrom the shortcuts listed under
OAct.i onso

;l Instructor Led TraitngpertieS All properties from the Metwuctor Led Traimtagulgpage, with a
Group Members.tab

@ SessionsWhen you create and savelasiawetor Led Traimmaglule, you need to create sessions within
the module. Without any sessions, the modul e is
Standalone Enrollment is checked in Properties), or when the user clicks the modtitbeatioubeiton i

part of a course, the-pppvindow will say that there are no available sessions.

New Session
Titled The name/label for the session.

Descriptioé Optional description of the session, such as the subjects that will be covered, or any oth
details you would like to include.

Typ® The session can either bdasdd, through an online web meeting site like Join.Me or
GoToMeeting, or it can bearson caite session.

- Classroothased Give th€ityandState/Provinda which the session will take place.

- Wehkbased Fill ouJRL Registratibthe webinar tool you are using requires a registration code. Fill
outURL Attendth the URL which learners should navigate to in order to attend the session.

- GoToMeeting/GoToTraining/GoToWebinadTebgs the Default Organizer Username set for the
service in thgeb Meeting Integrasoect i on of the System menu, (
enter th®assworassociated with that account. To use different credentials than those set for that
service, ¢ hoos e UserAaiandPassworlihr tkemelv aecountgau wishhioeadd.

Seats) The maximum number of learners able to sign up for this session.

Waiting SeasA maximum waitlist count for when the maximum number of learners have successful
signed up for the session.

Location DescriptibHere you can give website navigation instructidoas@d)dahe exact street
address of the session (if clasfyaged), or any other applicable information regarding how to attend
the session, if any.

Timezon@Time zone within which the session will occur (important to session start time). Users in o
time zones will see accurate session times as long as their account is set to their own time zone.

Session Meeting Dat@f{s)yession can consist of seveetihg dates/times.

If an instructor is a user in the system, they can be selected in the ItfstreessisnTigdnuires the
use of a learning space or equipment being tracksgbbyiittee Managensectionthose resources
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can be listed in tResources Tab,andey wi | | be schedul ed as i n
in the Resource Management section.

Modify Session

Once vy ouodlnstuctor Lesl Irairnegsioralinkthe© buttorfor the session in thedist

add, drop, and move learners to, from, and between the seating list and the waitlist, and even grant
completion status once the session time has come and gone. You can print out your roster of atten
clicking the 0Prtherséssidr page updaie thé propectiesaot an existemg t o p
session, click on the name of the session in the list.

Email Notificatiod$et up email notifications related to events linkspeoifidisstructor Led Training
Module here. These notifications function just like those faurd! i dhiécatiosection of tHgystem
menuhowever when created frondtractor Led Traiage, the notifications only pertain to events related
to thdnstructor Led Training

Resource Management

When physical resources (learning spaces, tools, equipment, etc) are limited and their use must be sched
can use the Resource Management section to schedule the use of resources. Only theusdnjrsisttator (non
users assigned a role watipéinmission of Resource Manager, can create, manage, and schedule use of
resources.

This function is not attached to users. Users cannot see scheduled use or maintenance of resources on th
calendars, nor can they see a list of available resources anywhere on their dashboards.

NoteThe user or person outside of the system assi
use of the resource either. They are only attached as a point of contact.

After you create a new resource, click the calendar to schedule use or maintenance of the resource. If out
maintenance is already on the calendar, another use or maintenance cannot be created during an overlap

Once you schedule a use or maintenance session, a small calendar icon will appear on the calendar on th
that the use or maintenance is scheduled to occur. You can hover over the icon to see whether use or ma
scheduled, and exact times.

Learning Path s
New earning Path

Clicking th&» buttoron the top right corner of ¢aening Pativox performs the same functionality as clicking
0 N éearning Path f r loeanning Ratipage.
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Name Name of thieearning Patiihis can only be seen in the Catalog, andleangngePatcompleted,
in the Transcripidgeb n t he wuser O0sledreirgPRdilo.ar d, under t he

Catalog Shortcall€iving hearning Pathcatalog shortcode generates a unique lihleaorting Padls
viewed from the Catalog. This link will be in the following format, with {portal name} replaced with your por
hostname and {catalog shortcode} replaced with your chosen shortcode.

https://{portal namejsentialmsom/catalog/?type=Ilearningpath&sc={catalogostejrt
CosB Charge users to-galfoll in thieearning Paifryou have a payment gatewayisetGpnmerce

Avatad The image you upload appears as the backgroledfointpatite in the Catalog, and as an icon
next to thieearning Paitle on theearning Pagiroliment page.

Published Whempublishedthel earning Pathvisible and able to be enrolled in by usempibleshedhe
Learning Pathnot visible and users are not able to enroll themselves. The Admusistyatod (neers with
certain privileges may still enroll users into an unpablisimgdPath

Closed Whermtlosednd published.aarning Pathvisible to users, but users are unable to enroll in the
LearningPath and where the OEnrol |l 6 || i rLéarnwgpPathctbseth e, t h
and a lock icon appears in the top right corneravhihg Paiite. The Administrator {imseT) and users with
certain privileges may still enroll users into laeclosed Path

Short Descriptiéise thiplain text onyox for a brief description dfaaming Patti you need graphics or
need to go into more detail abolu¢dneing Pathse thBescriptioWYSIWYG box.

Search Tag#®ut in thiglain text onbox any words you would like to be associatedeaithiriyeP afibr

your users to be able to search for it in the search bar on the Catalog page. The search bar only pulls seal
based on theearning Pdths Na me and Search Tags, so put any k
you want your learners to be able to search for in the Search Tags box.

In theCourse®ah select the courses that will be parteathang Patkifou can arrange courses by clicking and
dragging a course name. Checking the option for forcing courses to be completed in order would not allow
to start any other course ibgheing Pathile one of the courses is incomplete. Once the user completes a
course, they will only have the option to start the next course in the set order.

- & o Modify

Learning Path
For eachearning Pdthi s tLeadning Fa&thoo, t her e ar e but tLeansmigRathu c an

- Publish/Unpubliglearning Padfsee section below
- 8 Open/Closkearning Paltsee section below
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- O Learning Pa#mopertiedsee section below

- Enrollmentssee section below

To view more information and modification options for laeaeriatynigattlick on the name ofLi&rning
Pathin the list.

€7y Sample Learning Path

€D Learning PaflashboardView a summary olL#mning Pdéths i nf or mati on, enr ol |
can also create risxarning Pathaterial, certificates, email notifications and enrollmenisgoritigePath
from the shortcuts | isted under O0Actionso

& Learning PatopertiesView and modifyarning Papinoperties and courses set diwearging Path
creation.

Documents can be uploaded for a Learning Rdttenial@b, which will isted on thieearning
Pathenrollment page, drahble to be downloaded by all users, or only enrolled users, depending on tl
mat er i alT@update the propemtigssof exisanging Patimaterial, click on the name of the
Learning Pathmaterial in the list.

~ Certificate8 Users who complete all coursed eatiming Pathll be awarded any certificates in this
section. You can either create a new certificate, or you can build a certificate based on a certificate templa
in theCertificate Templesestion of Learning Assets.

New Certificate

Name The name of the certificate. Recipients can see this name in their account if they receive the
certificate.

Issuing Organizatiorou can include in the certificate data where or which organization the recipient
the certificate from.
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Credit® Indicate how many credits this certificate is worth. Note that Course Credits and Certificate
Credits are separate, and never totaled together.

Codé) Assign the certificate a code for your own internal tracking purposes, as well as for the Impor
Certificate Data function.

Status If this box is unchecked, the certificate will not be awarded upon completion of all courses in
Learning Path

Award Whether or not this box is checked controls how the certificate is awartda# anaser re
passes the courses withihgaming Pagigain.

CheckedThe certificateds awdeathinglPattaemosti | | ref
recently completed and passed.

Unchecked The award date will reflect the first time lteattiveg Pattas completed and

passed before the certificate expired.dathimg Pathretaken and #gassed before the
certificateds expiration da tLearning Hatas fasiva r d
passed. If theearning Pathretakenandqea s sed after the certi fi
award date will reflect the date upon whiearthieg Patras réaken and fgassed.

Expiratioé The certificate will be revoked upon the date of expiration, if there is one.
Descriptiod Use the WYSIWYG box to describe the certificate (its significance, what it means, etc).

In theCertificate Buidera b, you can modi fy the appearance
i mage, click oUpload Background | magebéd

Click the red oMenudé button, and type text i
to put it somewhere on the certificate. Click andidetg Eield$o have data fields pulled from the
recipientds profile when they are awarded th

New Certificate from Template

Select a template created if¢hgficate Templamenuo use as the Certificate foreaising
Patls.

Email NotificatiodSet up email notifications related to events linkegeoititi®arning Patlere.
These notifications function just like those fouchilthetificatiosection of tHgystermenuhowever
when created fromltkarning Paplage, the notifications only pertain to events relategtoitigePath

NoteThe system prioritizearning Pagimail notificationveSystenemail notifications. If there is an
email notification in the system and doeaimismg Pdtlrs s et t i ngs that both t
(i.e.Learning Paginroliment,earning Patbmpletion, etc), the system will ONLY keaththg Path

email notification.
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Do note that if there is an email notification for a cbeeseimgdatas well as an email notification
for thd_earning Paitkelf, the user will receive both emails.

EnrollmentsSet up a oriene enrollment ruleset foeaning Pdther e . A f ew t hi ngs

When enrolled ihemarning Pattine user will see each course_eetimeng Paibted out in their
Enrolimenw/idgetif the courses need to be completed in the order in which they ateedsténgin the
Pathcourse list, the user will be able to launch the first course, and the others will be visible but lock
Enroliments liearning Paltannot recur.

Users have accedsgarning Patburses indefinitely, unless they are already enrolled in a course or
courses within thearning Path this case, the amount of time that the learner has access to those
courses is dictated by the parameters set in the individual enrollments to those courses.

If any of the coursesliaaaning Padlne locked, the user will not be enrolled in the course.

Labeb Internal label for the enrollment for internal tracking purposes. Only the Admsesjrator (non
and any users with permissions to see and/or create enrollneatsfog thathll see this label.
Learners will not seelétislthey will only seeltearning Patlame.

Lifespan StaabdLifespan Emtictate the timeframe within which users who match enrollment ruleset
criteria will be enrolled. Before and/or after that timespan (if the Lifespan Start does not begin
immediately, and/or the Lifespan End is not infinite), nobody-anltdieddothe_earning Path

Lifespan Timeza@righe time zone within whidtedmaing Pathtaking place. Tiearning Path
enrollment times will reflect differently for user profiles set to different time zones, relative to the
enr ol | me Mimdgzane. [he Hedasltgimenzone for the enroliment is that whichcisosettin the
Settingsection of the System menu.

Delay If a user meets the ruleset criteria, they will be enrdlesatnmth@atiis amount of time
after they meet the criteria. If there is no delay, they will be enrolled right when they meet the criteri

Dued This is the date on whichegaming Patfust be completed by the user. If they do complete the
Learning Paplast the due date, their completion will be noted as overdue.

Access from StantlAccess from First Latmat¢h control the same parameter. This parameter controls
when the user loses accessliedh@ng PatWWhichever date comes the earliest is the date on which the
learner loses access th.#aening Path

NoteDue date does not atfeetrning Patlecess. If a user completesming Pdbefore the due

date, they will continue to have accedsdariiieg Patip through the Access from Start or Access from
First Launch date (whichever comes first). If a user does nateeompieieatiefore the due date,
theLearningPathi | | be moved to a secti,amtheywillhateei r e
access to thearning Patip through the Access from Start or Access from First Launch date (whiche
comes first).
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To update the properties of existing ruleset enroliment, click on the name of the ruleset enroliment i
list.

Certifications
Users can be awarded certificatitimssiorcessful completion eéries aburses and tasks.

New Certification

Titled The name of the certification.

Descriptioé Plain text only box for a brief description of the certification.

Initial Award Expiratidrhe amount of time until the certification expires after it is initially awarded.
Renewal Expiratiohhe amount of time until the certification expires after it is renewed.
Accrediting Organizafi@ontact information about the organization issuing the certification.

Search Tag#\ny words you would like associated with the certification for users to be able to search for it i
search bar on the Certifications page.

NoteAny part of the Description can also be used when seamsttiiicptoma

Attached CourseSourses that will be used to fulfill the requirements of the dertificatidn. 0 At t ac h
to add courses that can be selected as part of a segment oéquineMvidiirithe Initial or Renewal tabs.

ThdnitialandRenewahbs are used to set the requirements for the ceEéichtemrntification must contain

one or more units, with each unit containing one or more segments. Each segment can have one or more
requirements, each relating to the completion of specific course(s), the collection of a certain number of cr
the ompletion of an external task. When addingespwexratis to a unit or several units to a certification, you

have the option of choosing whether all parts or onfguste partc o mp |l et ed by cl i cki n
buttons, respectively. The Initial requirements for a certification can be used for the Renewal requirements
oUse I nitial Requirementsoé in the Rdasetwahesamab i

way the Initial requirements were set.

= 90

Modify Certification
For each certification |Iisted in o0Certification

- O Certification Propertiesse section below
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- AuteJoin Rulgssee section below

- Email Notificatiodsee section below

To view more information and modification options for an existing certification, click on the name of the cel
in the list.

€7

@ 2B

@CertificationDashboékdiew a summary of the certification
new email notifications andjaudoi n r ul esets for the certification

EJ Certification Propertiesew and modify certification properties, initial and renewal requirements set dur
certification creaticré¢ abo)e

‘ Email Notificatiod$et up email notifications related to events linksgédoitigsrtification here.
These notifications function just like those foundchinlthetificatiosection of tHgystermenuhowever
when created from the certification page, the notifications only pertain to events related to the certification.

NoteThe system prioritzesificatioemail notificatioovewsystenemail notifications. If there is an email
notification in the system and one in a certifi
enrollment, certification awarding, etc), the system will ONLY send the cértiitfatetioamai

w0 AuteJoinRulgsC| i ck O New Rul es et cenrollmewsisetsrthecartifieaton t h a t
based on the criteria imdlesetTo update the properties of an existing ruleset, click on the name of the rules
in the list.

Certificate Templates

If you have multiple courses that all use the same certificates, you can create Certificate Templates to pull
when you need to create a new certificate (in t
completion of that course.
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The process for setting up a Certi fi cacCeelficiie mpl a

section
REPORTING
()  REPORTING Reports
0 Clicking th&» buttoron the
top right corner of the Reports box
Q performs the same functionality
< ascreating a new refarn the
CD - Reports page.
New Report

To create a new report, click the green plus icon next to the data set you wish to pull from: User Demograj
Course Transcripts, Usaming Patmanscripts, Usestructor Led Traifdingnscripts, User Certification
Transcripts, Catalog and Course Information, or Certificates.

Noteif you need data from a combination of two or more data sets, let us know and we will create a custor
for you.

Use th€olumngb to select the fields that you would like to appear in the report.

Use thEiltergab to limit the amount of and/or specify what data you would like pulled by the report. Note th;
once you reattinee fitec r i t er i a, you can edit the Criteria P
change the order, priorityyaythe criteria are applied.

Use th®rdetab to determine what order the data in the report should be lisketis. Olickto add
another field to order the report by (secondary to the first field).

Use th@ropertiesb tagive the report a name and set its privacy to public or private. Filling out these proper
required if you would like to save this report for future use.

Click ORun Reporto under any of these tabs in o
download the report as an Excel spreadsheet or a PDF file.
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OPEN THE REPORT IN THE FORMATS BELOW: (%]

e 3 86

Click o0Create Reportoé to save the report and be
to a report. Your saved reports wild/l be | isted
marked aspublicw | be |1 i sted in the O0Public Saved Repor

E' OPEN THE REPORT IN THE FORMATS BELOW:

€ 1 6 H

Modif\Report

To update the properties of an existing report
to Report ShorttMidgei t o have a shortcut to the reportds

Widgeobn the/ly Dashbogpage.

Save Report
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To save a copy of the data pul |l ed iafterdickingopar t f
report fromthelstnd t hen c¢click the o0Saved6 icon. A o0Saved
where you can see when the report was generated, how big the file is, and you can view the file in HTML,
file, and/or as a PDF.

Generated Size View HTML View Excel View PDF

Report Subscription

IMPORTANT NOA&Administrator fasar) CANNOT create a report subscription. Only a USER account
assigned a role with permissions to run reports can create report subscriptions.

To configure a subscription to a report, log in as a user with reports permissions, navigate &mthe Reports
click on the name of a report from the My SavediRefim®blic Saved Reports tab. Click the Subscription
tab (again, not available to the Administraiser)and set up the parameters of your report subscription.

TheStart Dates the date and time from which the report will begin collecting data. The data in the report will
pulled from the date range between the Start Date and the date that marks the length of time set in the ref

Frequency
NoteA report W LL NOT be run upon creation of the
Reporto button should you require a report cont

MY DASHBOARD

Thewidget that appear on the dashboard are enabled and disabl@ddgehtéiieon theonfiguration
sectioundethe System mens well as in the individual sections of other AdmWislyetiygome
dashboarw/idget can be enabled from settings in these sBetshiw)ard/idges can be clicked and
dragged into any position relative to\idget on the dashboard that the administrator or user desires.

The types\Widget visible to a user depends on their permissions.

LearneWidget

EnrollmentsL i st s userds current, completed, overdue,
dashboard).

PurchasesLists purchases made by the user

Certificate§Lists certificates earned by the user.
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Calendad Shows events in which the user is involved (sessions, courses, etc).

Discussion Fe@dists messages in discussion boards for courses that the user is enrolled in (only those me
t hat have been approved, i f approval i's require

TranscripgtLists completed courtesrning Pathandnstructor Led Traimrgglules.

My Communiti@s.ists any groups the user is in.

MyLearning Patf Lists anlyearning Patlthe user is enrolled in.

My Leaderboastisearner users ranked by parameters set indtw@dropnus at the top diMidget

My Certificatiofd.istsany certifications the user is enrolled in.

Document$Lists angocumentavailable to users within their enroliments.

Instructor Led Trairsiegsiond Lists anypcomingnstructor Led Trairsiegsions the user is enrolled in.

Administratd¥idget

>

—

WIDGETS | @B QD o | &

Enrollment Statistie€ontains data about enrollments in courkearaimty Path
Team Leaderboaddearner users ranked by the parameters set hadhendrapthe top of\tfieget
Discussion Moderatidrists discussion posts requiring approval.

@ Task Proctoridgists Taglype modules completed by users that require approval. Click the green arrow
each | earnerd6s row to vi ew jnfarkthe SuxasdStaius of theomodule,ma
and give a Score for the mogdhellasknmodufe wikhe pemaoveddrom e )
the Task ProctohNMiglget

For courses withdh®ctoréb o x es checked under o0Taskod in the Cc
Experts can seeWidgebo n t heir dashboards and mar k tasks 0C

w= OJT Proctorihgists requests for-@%€ module completion by the Administratefiho8upervisor, or
Expert.

For courses withdh®ctoréb o x es checked wunder 0Taskd in the Cc
Experts can seeWidgeb n t heir dashboards and mark tasks 0C

r‘;l Instructor Led Traiogter Managemeéhists upcomiagd completddstructor Led Trairsegsions
for which users haweolled inUsers can be demoted to the waitlist from the enrolled list, and waitlist users ca
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be manually promoted to the enrolled list if a user is demoted or dropped from the enrolled list. Completior
Course Statuses can also be granted to users in the roster for each session th&fidgedears in the

Fornstructor Led Trairsiegsions with Instructors selected, those Instructors cahdgggahd manage
users enrolled in the session and on the waiting list. They can mark user completion status for the session
award scores, as well.

Report Shortcutsists public reports and reports created by the Adminisisggrqnasers with
Reporting permissions. Report names can be clic

[ x|
PendingEnroIImeﬁiltsistqoending enroll ment app-Emmollneeht r equest
Approval 6 enabl ed.

E==J Certification Task Proctdringts Certificaixternalasksubmitted by users that require approval.
ReporteWidget

Report Subscriptid@rissts report subscriptions created by the user (only users in a role with Reporting
permissions can see\fiidget Subscription names cannot be clicked to go to fhe aeldoatreport to the
Report Shortdidgetfollowthesdnstructions.

MESSAGE CENTER

Send messages to users in the system here. You cannot send messages to email addresses outside of th
messaging system is for communication within the LMS only. The user will not receive a copy of the mess
regular email inbox; théyownly receive the message in their Message Center in the LMS. The Administrator |
user) cannot be sent messages from users; users can only reply to messages from theuddmannstrator (non
send messages to other users in the system.

The body of the messageptgplaintext only. Images, videos, and other media are not accepted by this text b

CATALOG
The Catalog page is what your users see. This is where your users can see your catalogs, courses, courst
Learning Pathinstructor Led Trammgd ul es, and groups (called o06Comn

items that learners canesaibll in or sgtfin, and those items that are published (if tiipybiedsettings)
will show in this section.

What users can and cannot see on this page and on the pages of each tile is determined by your settings
the courses.
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Note that sample screens are visible on course cataloglszges)@aPRdtimherit the sample screens of the
courses within them, and those sample screens are in turn \isdrieiomfE@hs cat al og page.

New Releases

K-LMS+ Release Notes December 2020
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Summary

Feature

Description

Learner experience:
Enhancements

{Ay3tS {A3y 2y G6AGK

{Ay3ftS {Klaw 2y 6A0K

{Ay3t S { FadgbooRYy & A (K

Announcement Widget

Enhancements

Administrator experience:

SCORM Manifest Setting: Override Options

LYGNRBRRdzOGAZ2Y 2F Wt dzNJ
Profile

Purchase Report: Addition of Refund Details

Certification Transcript Report Enhancement

Catalogie & Course Information Report
Enhancement

Email Notification Enhancement: Addition of
Hours Option

Quiz Module: Question Limit Enhancement

LY&aadNHzOG2NI [ SR ¢NI AY

K-Learning Group
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Instructor Led Training: Session Type
Enhancement

Instructor Led Training: Private Session Settil

Custom Data Set: Permission Management

Integration: Content provider ZOOM Web Conference Integration
integration

GoTo Web Meeting: Authentication Workflow
Update
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Learner experience: E nhancement s

A

{Ay3tS {A3dy 2y ALK WwD223fSQ

Description We are pleased to announce our new single gigrwith google capability. Learners
can now sigan and register with their google/mail account if the setting is turned on for yow K
LMS+ LMS portaBy integrating youk-LMS+Hearning platform withGoogle you can bind youk-
LMS+user profiles with their correspondingoogleaccounts. This way, every user inside your
platform can sign into theiK-LMS+platform without needing to manually enter the credentials.
This manual will show you the integration in both yétitMS+Hearning platform as well as from
Googleside.

Please note thak-LMSH{ a{ R2S&a y20 2¢y OKFIy3aSa YIRS 2y
Google support for any questions on settings on Googhe#t.

System& Ul Changes:

1. Navigate to your KMS+ portat> System> Configuration> Login Setup page and you will see
the new SSO option.

K-Learning Group 54



P4l The K-Learning Grou
“ g p

A Kelly Company

Logo Satug

2.2 KSy @2dz Ot A0] 2y W' RR h! dzil K tupR@eRp8ddRs (KS
choose the provider as google.
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{/*‘ NEW OAUTH PROVIDER

@ SAVECHANGES [JeleE3

3.0 FGSNI 4aSt SOGAyYy3a D223tS a GKS {{h 2LIA2y3z Of
an app on google account to activate the integration. When you click the provider developer

hyperlink it will take you to the below screen on youmgil/goode account once you have
f233SR Ayd /fA0] 2y W/ NBIFGS / NBRSYyGAlrtQ fAy]
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5. In application type field select web application as highlighted below.
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Google AFPIS e Inquisiq Q Search for APIs and Services

PI APIs & Services & Create OAuth client ID

K Dashboard A client ID is used to identify a single app to Google's OAuth servers. If your app runs on

multiple platforms, each will need its own client ID. See Setting up OAuth 2.0 for more

w )
w Library information.
) Credentials LIApplication type *

Web application |.]
iy OAuth consent screen PR

Android
Domain verification

Chrome app
7a  Page usage agreements ios

TVs and Limited Input devices
Desktop app

Universal Windows Platform (UWP)

6. Enter an application name of your choice and copy the URI link irtbMS+

K-Learning Group 58



P4l The K-Learning Grou
A g p

A Kelly Company

= Loogle % Irqusg w Q  Search for APIs ana Services

Pl APIs & Services &  Create OAuth client ID

& Dastbdoerd A client 1D is used to dentdy a srghe app to Googe's Ofush servers. If your app runs cn
multiple platforrs, each will need its own client 1D, See Setting up OA for more

— Uitrary irformation

sl Aoplication type *
O Credentials WD applicaton -
Ofurh consent seoeen Loan moee sbos Ofuth e flapes

Tnter Name
Name .

Dorrain venfoaticn e clent 2

P The neire Of vy 2t Dt M ane S Orly used I Oenlily e Clen )e
) GO UISGE AFroemCrts

ywsche ond wil at be gowr o end mes

The comains of thie URIs you add below will De automatically a0ded 1o
your Oaath consent soreen 3% auhonised Jomains,

Authorised JavaScript origins @
of LS wIth reguest: froma r’l".'f

4 ADD URI e
Add the URI

Authorised redrect URIS @~

PO U2 vath requests o & ved e

+ ADO URI

7. Once you save the above form, you will see the below screen with client ID and secret key. Copy
these in the client ID and secret key fields ibNMMS+ where you are configuring SSO with
Google.
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OAuth client created

The chient ID and secret can akways be accessed from Credentiols in APIs &
Services

o OAuth is limited 10 100 sensitive scope loging until the OAuth

consent screen 15 verified. This may require a verification process
that can take several days.

Your Chenat 1D

Your Client Secret

8. After adding the client ID and secret key save the form and, you are all set to allow users to log
into your LMS with their google account. Users will see the below option while signing in.
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Description We are pleased to announce our new single gigrwith Clever capability. Learners
can now sigan and register with their Clever account if the setting is turned on for your pdtal.
integrating yourk-LMS+earning platform withClever you can bind youk-LMS-+user profiles with
their correspondingCleveraccounts. This way, every user inside your platform can sign intokheir
LMS+platform without needing to manually enter the credentials. This manual will show you the
integration in both youk-LMS+Hearning platform as well as fro@leverside.

System& Ul Changes:

1. Firstly, navigate to you-LMS+portal -> System> Configurationr> Login Setup page and you
will see the new SSO option.
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@, CONFIGURATION

f | Bperties using the form below.

0000

Self-Registration

B8 Allow users Lo create their own accounts

@ Use Built-In Registration Page

O use Custom/External Interface

o f you are using an external interface for self-registration enter the URL balow. Your external ir
this to function properly

erface must be able to create user ac

SSO Options:
O Require users to sign in using only the SSO options configured below

QAuth SSO
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2.2 KSy @&2dz Of AO] 2y W! RR h! dziK wpB@eppstarns (GKS
choose the provider as Clever.

3. FOSNI aSt SOGAy3a /ftSOSNIFa GKS {{h 2LWA2ys Of
activate the integrationThis link explains the steps which need to be followed to activate the
SSO setip. Create a log in or login with an existing id henéps://apps.clever.com/signup

4. Now navigate to Settings Application Setting> Instant Login> Redirect URIs. Paste the
redirect URI from yourKMS+ portal under the redirect URI.
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Menu

R
-y Home

Application Settings

=) Data Browser

General l Instant Login | District Setup  New

Blo Analytics
OAuth Settings

~
/;;\' Dev Tools

E] Library

1/_util/OAuthSSO/Clever/ Copy

Edit
Do .
909 Settings

) Additional Settings

0o
() Team

SUPPORTED USER TYPES

N/A

Edit
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5. Then, move to the General tab on the same page to copy the client ID and client key which
needs to be added into yo-LMS+portal under Clever SSO sg.

= Me . - -
A, Hom
Application Settings
&) DanaB A : .
General Instant Login District Setup New
1] A
k QTN
Dev

- Dev) NA
B ubrer > !
N No categones selected dev
{Ch Settings
r FRLTF 2 DIETICT S U
4 nps /iwww com Mtps//schools clever com/applications/add
\y) ‘een

O NA m

Ednt

API Credentials

v €

409280:0000e568081e6
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6. Once enabled, the new SSO with Clever option will be available cinsiggister screen on
your KLMS+.
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SIGN IN
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Description We are pleased to announce our new single sigrwith Faceboolcapability.

Learners can now sign and register with theiFaceboolaccount if the setting is turned on for

your portal By integrating youK-LMS+earning platform withFacebookyou can bind youlk-LMS+
user profiles with their correspondirfgaceboolaccounts. This way, every user inside your platform
can sign into theik-LMS+platform without needing to manually enter the credentials. This manual
will show you the integration in both yolkLMSHearning platform as well as froffaceboolside.

System& Ul Changes:

1. Firstly, navigate to yok-LMS+portal -> System> Configuration> Login Setup page and you
will see the new SSO option.

©
o
&
o)
o

Login Setup Widgets Catalog Leaderboards Ratings Privacy

2.2 KSy @&2dz Of AO] 2y W! RR h! dziK wpm@epitarns (GKS
choose the provider as Facebook.
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¥ NEW OAUTH PROVIDER

o

3. FGSNI aSt SOGAy3a CcFHOSo6221 +ta GKS {{h 2LWGA2YyZX
activate the integration. This link explains the step which need to be followed to activate the

SSO.

4. The provider developer guide hyperlink will take you to Facebook. After logging into Facebook
developer portal click on Create App link as highlighted below.
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C | @ developersfacebookcom/spps w o

Aps ACercre SysteTs Dttt Lnks Acerdre Links

Apps Q, Search by App Name or Agp 1D

Recently Used *

In
Agp 10: 2782917532891

Test
AOp 1D 28436426 77230804
C MG In Givelopment Mode In seveiopment

® Administrator L - @ Administrator

o

5. Now select the option below and click continue

Create an App

What do you need your app to do?

M Business | i

g 9

= Create or manage Pages, Events, Groups, Ads, Messenger, Instagram Graph
API or other types of business integrations.

Build or Connect to a Game

’ Design and develop an Instant Game, or connect Facebook to an off-platform
game.

Build Connected Experiences
Connect consumer products like Facebook Login to your app to create
convenient and secure experiences.

Something Else
Create an app with a custom set of permissions and preducts.

Learn More About App Types Cancel
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6. Give the app a name, accept the security check and hit create. Now click on Facebook Login
product as highlighted below. Navigate to Facebook Leget Up> Settings

A View Analytics

TestLMS - App ID: 779620832875784 ®  Indevelopment App Type: Consumer

#% Dpashboard

£ Settings

Add Products to Your App

A Roles
A Aerts We've streamlined the app creation process by surfacing the products and permissions needed to build the app type you selected
@ App Review v
4 ™

PRODUCTS @ @

Analytics Audience Network Facebook Login

Manetize your app and grow revenue with ads from :
¥ P andg he world's number one social login product

Understand how people engage w
Facebook advertisers

across apps, devices, platforms

Read Docs Set Up Read Docs Set Up Read Docs Set Up
\ v

o o

oEmbed

Instagram Basic Display Messenger Expression

7. Navigate to Facebook Login Set Up> Settings and enter the redirect URI (frorhMS+) here
Ay (KS KAIKEAIKGSR WOFEAR h! dziK NBRANBOG ! wlL
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ACEBOOK for Developers Docs Tools Support My Apps )
TestLMS - App ID: 779620832875784 ®  Indevelopment App Type: Consumer A View Analytics

Dashboard
# 0as n Easily add Facebook Login to your app with our Quickstart
£} Settings 3
P Roles ' Client OAuth Settings
A Alerts v
@ AppReview " . Client OAuth Login

es.

PRODUCTS

Facebook Login . = Web OAuth Login , Enforce HTTPS

Settings

Quickstart

N Force Web OAuth Reauthentication . Embedded Browser OAuth Login
o o

1= Activity Log

Use Strict Mode for Redirect URIs

Valid OAuth Redirect URIs

8. Now, navigate to Settings Basic and copy the highlight app ID and secret key which needs to
be pasted on your&KMS+ SSO Facebook-aptpage.
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FACEBOOK for Developers Docs Tools Support [EWRER O Search developer documentatic

TestLMS - App ID: 779620832875784 ®  Indevelopment App Type: Consumer AR View Analytics
# Dashboard
£+ settings - App ID App Secret

o 779620832875784 35e2b82348ch242e4a599f193685d9c5 Reset

ic

Advanced Display Name Namespace
A Roles » TesiLMS |
A Alerts »

App Domains Contact Email @

@ App Review »

PRODUCTS (¥
Privacy Policy URL Terms of Service URL

Facebook Login »

Privacy policy for Login g and App Details Terms of Service for Login dialog and App Details

1= Activity Log App Icon (1024 x 1024) Category
Choose a Category v

Find out more information about app categories here

App Purpose

9. Once enabled, the new SSO withcebooloption will be available osigrtin/register screen on
your K-LMSH.MS.

K-Learning Group 73



P4l The K-Learning Grou
“ g p

A Kelly Company

SIGN IN
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Announcement Widget

Description2 S | NB SEOAGSR (2 AYyGiNRBRdzOS (KS ySg W! yy
Announcement widget will allow communication of announcements, news, events to all users or
targeted subsets of users withyrour organizationFollow the steps below to create new

announcements.

System& Ul Changes:

1. Navigate to Systerr» Announcements to create new announcement.

2./ ftA01 2y WbS¢ !'yy22dzyOSYSydiQ (G2 ONBIGS yS¢ |y
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5[ © |
Name & I‘;'.un.-.. |
» @
» @
» @
Q

3. Add announcement name, status, validity period, target audience and text under the properties
and announcement tab.
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Properties Announcement

Name: *

Status: *

Active v

Valid Period: *
Start Date:
Start immediately
End Date:

No end date

Target Audience: *

@ All users

O Users within the following groups:

All Employees

Anna's Test Group

Engineering Group

External Email Addresses Group

Select: All | None

(© SAVE CHANGES [e@NNa:N
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4. The users and groups you see under target audience is doiv@ew announcement role
available under roles. This role is introduced to provide the ability for users to create
announcement for certain users or groups only. You as an admin can manage this by associating
the announcement role to create or edit announcement for users.

a. The users/groups selected at thele levelwill dynamically populate 'target audien@e
field. Users can create announcement for groups per their permission. This does not
apply to users on system administrator. System admins can create and edit
announcements for all groups.

b. Users who do not have role permission to manage announcement for a certain group
will not be able to edit the announcements created under announcement widget and
will see the announcement as realy under the announcement list.

[ I < I < B <

[ I < I <

[<<]

< J < I < |

5. Once an announcement is created and active it will be visible on leaner dashboard.
a. If there are nultiple announcementsor users, then thewill cycle through in the
announcementidgetcarousel.
b. By default, announcements will be shown in order of their creation date.
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6. Learner view of announcement widget below.

System Announcement

We are launching the new announcement widget, Learner
UI/UX changes and Zoom integration ¥

D]

Administrator experience: Enhancement s
SCORM Manifest Setting: Override Options

Description: At times, content is created in authoring tools, that do not provide proper SCORM
methods to control manifest setting. We are now introducing SCORM override configuration
settings which will give administrators the ability to override SCORM manifesigetier their
system requirement.

System & Ul Changes:

1. The new SCORM override settings are available on both content package and course setting
screens.
2. There are 3 setting which are available:
a. Attempt limit ¢ a numeric field, which corresponds to the number of times you can
attempt the module.
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i. Checkboxo count increment on every launch is available and override cmi.exit
setting Yhcrement attempt count on every laungh
b. Mastery scoreg a numeric field, to specify score required to pass the module.
c. Time limit¢ a numeric field, which specifies the duration of the module once launched.
3. If the overrides are set, at rutime the system will clack for overrides at the content package

level and module level with the module level superseding content package destet, of
precedencss,

a. Module overrides

b. Content package overrides

c. Standard manifest settings

SCORM override setting at content package
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UNITY.ZIP

pt-evalustion-identifying-opportuniyzip 1

t Package Type

SCORM Overrides.

Attempt Limit

@ vour content must correctly set the cmiexit parameter in order for attempt limits to function properly

A cmiexit value of st

pend indicates that the current attempt is not over. The next launch will resume the current attempt

A cmiexit value of normal, time-out, logout, or empty string () indicat

that the attempt

over. The next launch w

Il be 3 new attempt

on each launch

Tastery

Override manifest-defined mastery score to

Time Limit

Ow

rride manife

hour{s] minute(s)

CANCEL

SCORM override setting at course module level
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Description:A Purchases widget is currently not available on user profile. With this release we are
introducing a purchases widget on user profiles. This widget will give admins visibility into all
purchases made by the user. In addition to this, admins will alsdleet@ manually add refund
details against individual purchase and report on it.

System & Ul Changes:

1. The new purchases widget is visible on user profile only whemnanerce is configured in the
portal.
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&
@

&a@m-ﬂDﬂ%E’:E@

- 7 0= 0

jules Passed Last Login
tober

0000

2. On click of purchase widget, the details page would display with information of order number,
order date, order amount, status, and options.

I

o

(o} L

) 3] PURCHASES

(V]

® e2cmscn MeaBEHe

"
CARP. 1 e @
CARP-7869 o e @
RP.S467 ~ XC)

ARP-8972 ) $1%9 00 US — (o)
ARP-5432 ' > e o @
CARP-9876 ' - ° O

3. Each purchase line item has two optiens
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a. Purchase Detailsthis modal willshowinformation on the individual itemordered.

b. Edit Refund Informatiog this modal will display a form with fields fdRefund Amour
Refund Dat@ and'Refund Commenf3Admin will be able to enter relevamtformation
and clickBave Changé® enter refund information for the purchas@urchase status is
set to refunded when refund date is updated manually on the edit refund information
form.

Purchase Report: Addition of Refund Details

Description:With the newly added purchase widget in the user profile, refund information is
available if entered against a purchase. This refund information is now available in purchase report
data set and can be used to link original purchase record to the refurcepsed.

System & Ul Changes:

1. Three new columns related to refund information, highlighted in the screenshot below are
available on the purchase report.

=]

Columns Filters Order Properties

Purchase

00
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Certification Transcript Report Enhancement

Description:New columns have been added to the certification data set to report on credits
earned by learnersThis will help with theuse casavherea manager wants to run a report to see
how an employee is doing towards earning their certification.

Existing certification repordoesprovidethe status of each requirement (complete/incomplete)

but it does not allow them to see how many credits have been earned s@/fahave added two

new column, WS 1j dZANBSYSyYy i / NBRAGAU | YR WwSIljdzZANBYSyY
the user certification transcript repotb enable the above use case.

System & Ul Changes:

1. Highlighted in the screenshot below are two new columi®equirement Credits' and
WwSIljdZANBSYSyYyid. / NBRAGA 91 NYSRQ
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@ NEW REPORT (USER CERTIFICATION TRANSCRIPTYS)

|| ow to select the columns and filters to apply to this report.

Columns Filters Order Properties

Supervisor a =
Certification

Certification

Current Track

Certification Status

Initial Award Date o

Available Items Selected Items

Current Expiration Date

Last Expiration Date

Unit

Segment

Requirement

Requirement Credits
Requirement Credits Earned
Task Submitted Date

Task Approved Date

Task Approver

Task Completed Date
Uploaded Task File - v

© RUNREPORT [@AVESN

Catalog & Course Information Report Enhancement

Description:Currently, when you report on ILT module sessions, and choose to pick the date/time
for the session, the catalog and course information report will display multiple line items for a
single session if the session is scheduled of multiple time slots. Werttenguced three new
columnsg session type, first session date/time and session end date/time which will allow you to
choose if you want to pull all session time slots or just the first one in your report.
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System & Ul Changes:

1. Three new columns are available as highlighted below.
a. First session date/time
b. Session end date/time
c. Session type

@ NEW REPORT (CATALOG AND COURSE INFORMATION

ow to select the columns and filters to apply to this report.

Columns Filters Order Properties
Available Items Selected Items
Resource Name - -
OJT Content Package
Session

Session Name

Session Date/Time

First Session Date/Time
Session End Date/Time
Session Seats

Session Waiting Seats
Session Seats Available
Session Instructor
Session Instructor Email
Session City

Session Province
Session Student Name
Session Student Email
Session Student Username

Certificate - .

(® RUNREPORT [@ANe=N

00
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Email Notification Enhancement: Addition of Hours Option

Description:Administrators will now be able to create/update email notification scheduled to be
0 NA 3 AdiNGBefore e event. This new addition will come handy when you want to automate
notification to learners about ILT sessions just a couple of hours before the session.

System & Ul Changes:

1.1 ySg Wl 2dzZNBA0VQ 2LIA2Yy Aa yYdmwpetidd.lYaufcan@Hodse dzy R S
to configure the notification to be send certain hours before or after the session.

)
)
pap |
o
)
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Quiz Module: Question Limit Enhancement

Description:Quiz module previously had a limit of 50 questions, which has now been updated to
1000 guestions. This will help admins to create quizzes without having to worry about the previous
50 questions limit.

yaidNHzOG2NI [ SR ¢NIFAYAYy3IY WIRR !aSND G2 2FAGtAa

Description:! RYAYA&UNI G2NR OlFly y2¢ RANBOGf& | RR dza SN
today, there is no provision for admin to add useligectlyto awaiting list other than by adding

them to theenrolled listand then demotinghem to the waiting list Additionally, there isi0 way

for admirsto add learnesto a waiting list once the roster is full other than having to log in to each
learner account and enrolling them one by one.

System & Ul Changes:

I ySg WIRR | aSNbvaovoy odzidz2y Aa | @ Af | ocahddsedzy RS NJ
with ILT manager role and instructors other than the ones added in limited access instructor

section for a session.

Instructor Led Training: Session Type Enhancement

Description:Once an admin creates an ILT session of any type and saves the session, the type field
will become noreditable.If you arerequired to change the type of session, thgnucan use the
existing duplicate session functionality clone the session and make the required changes.

System & Ul Changes:
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Instructor Led Training: Private Session Setting

Description:A new configuration setting is introduced at the ILT session which will provide admins
GAOUK GKS oAftAle G2 ONBFGIS WLINAROIGSQ aSaarzya
in mind thesituation where the trainer wants to conduct training sessions for specific audemte

not open to everyone.

System & Ul Changes:

1.1 ySg O2yFA3 aSiauAy3a OFff SR>Mapdiedl 1SQ Aa | I

2. The setting has two valuesYes or No, No being the default value

3. If configured as 'Yes', the ILT session would not be visible under catalog and enrollment to the
session can only be managed by users who have access to the session roster.

4. If configured as 'No', the session will function as it does today.

5. L[ ¢ Y2RdzZ S tS@St aSiiaAay3a tA1S w{alyRIf2yS 9y
the ILT module level, standalone enrollment setting is set to yes and at the ILT session level,
private configuration is set to yes then the module levetisg will supersede and the session
will be available for enroliment under catalog.

Custom Data Set: Permission Management

Description:In the system today, if you have-#&c custom data sets there is no way to restrict

the view of custom reports for certain users or groups. To overcome this issue, we are introducing
a new custom reporting permission which will dynamically appear in temgppermissions if you

have custom data sets for your portal. Using this permission, you can manage which users have
access to these reports.
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System & Ul Changes:

1. Your KLMS+ LMS portal will dynamically show the custom report permission if you have
Odzai2Y NBLRZ2NI&a FT2N) &@2dzNJ 2NBFYAT FGA2yd | 2dz Ol
reports.

2. Once configured users with access to custom report will be able to see the custom report under
reporting as shown below.
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() MYDASHBOARD  [£) MESSAGE CENTER @ CATALOG

il REPORTING

Integrations
ZOOM Web Conference Integration

Description2 S | NB SEOAGSR (2 Fyy2dzy0S 6S KIS | RRSR
conference integrations.-KMS+ today supports web conference meeting via GoToMeeting,
GoToWebinar, GoToTraining, WebEx and now ZOOM.

System & Ul changes

1. The new ZOOM web meeting integration is available under Systéifeb Meeting
Integrations.
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o000

2.C2fft29 GKS AyaidNdHzOdA2ya | @FAfFofS dzyRSNJ WAY T
account and enter the relevant application public key and secret key in the screen shown
above. On click of Zoom develop guide hyperlink you will be taken to Zoooweentation
page for single sign on sap. Click on Zoom app marketplace hyperlink as highlighted in the
screen below.
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zool I . Developer Documentation SDK API Reference Support Blog Changelog My Apps  Create App

Announcing new “Fully Customizable Video” SDK. Get started today!

6. Local Testing
GETTING STARTED 7. Submission

The Zoom Platform

STAY UP TO DATE

Announcements Register Your App

Changelog
Upcoming Changes > To register your app, visit the Zoom App Marketplace|and click on the Develop option in the
dropdown on the top-right corner and select Build App. A page with various app types will

be displayed. Select OAuth as the a e and click on Create.
BUILD AN APP Py PR typ

3.[23AYy gAGK @2dzNJ %22Y | O02dzyi FyR yIFI@A3lLGsS G2

(¢] & marketplace.zoom.us * mon
i Apps Acendre Systems Other Links Acendre Links
Z00MM  App Marketplace Develop ~ Manage G

Build App

\9 m Documentation

Developer Blog

Community Forum

Find apps that o
enhance your Zoom T v
experience ©

Power up scheduling, access files, generate sales @ m
leads, and collaborate with your team. D . O
)

lly,

£
Z
O

-

4. Now click on OAutk> Create
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App Marketplace

Choose your app type

JWT OAuth

Build an app that supports server-
to-server integration with Zoom
services without a need for user third party applications.
authorization. Generate your OAuth Client ID &
Generate your APl Key & Secret. Secret.

Build an app that accesses user-
authenticated data for use with

Learn more Learn more

Chatbhot

Build a Zoom chatbot that gets
installed in the Zoom Client and
interacts with users via chat.
Generate your Chatbot Client ID &
Secret.

Learn more

Develop ~

5. bl YS

@ 2 dzNJ | LYy 1aB3 S O-ULIIQIzaNSINR A 2

marketplace.

Create an OAuth app

App Name 450
Test

Choose app type
Account-level app

This app must be installed by admin and can manage all users in the account

© User-managed app

This app can be inst

Would you like to publish this app on Zoom App Marketplace?

hing to Marketplace, your app will be available for external

nstall and use

odzii2y =
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6. Next enter the redirect URI from yourlM1S+ LMS to the screen below.

7. Add details on information tab and move to scope tab and select the highlighted options as
shown below.
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