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Introduction:
What does OLM stand for?

¢ Oracle Learning Management, a sub section of the ICIS system.
What does it do?

Stores training information for course providers in the College

Enables quick and easy enrolments onto courses

Automatic notifications provides a quicker correspondence with delegates
Works with Discoverer to produce reports (e.g. End of Year Report)

What are the advantages of OLM?

¢ Consistent with HR System and iProcurement so users might have background
knowledge
e Enables quick access to HR data

Who will use it?

Staff Development Unit
Centre of Education
Health and Safety
Finance

OLM Guidance Notes
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Logging into OLM:

1. Log in to ICIS by entering your college user name and password.

|@Sign1n | | ﬁ hd > 3 Q%A v Pagev Safetyv Tools~ @lv

ORACLE |dentity Management

Enter your Single Sign-On user name and password to sign in.

User Mame

Password

[ ok || cancel |

—

2. Select your departmental OLM responsibility e.g. ICT Learning Management
Administration.

(@ Oracle Applications Home Page

=

E-Business Suite

Imperial College
London

Enterprise Search  All - EI Search Results Display Preference  Standard -

Oracle Applications Home Page

The upgrade of ICIS has been successfully completed. For mere information on the upgrade and known issues please click here

Please note that ICIS will NOT work with Google Chrome, nor with Java 1.7. If you used ICIS before with Chrome, you may have loaded 1.7.

This needs to be uninstalled for you to be able to use ICIS now. If you are unsure about how to do this, please raise a request with the service desk for desktop support.
Otherwise report any issues to the ICT service desk: http://fwww3.imperial.ac.ukfict/servicedesk

Main Menu Worklist
Personalize Full List
3 1¢ FIN FINANCE GENERAL ENQUIRIES From Type Subject Sent Due
Standard There are no notifications in this view.
£ 1c FIN ON-LINE JOURNALS ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
B3 1c EIn sUEP, standard “TIP Worklist Access - Specify which users can view and act upon your notifications.

3 1c FIn SUEP IPROC, Standard

3 1c GRANTS FINANCE VIEW

] IC HRMS iRecruftment Department
Oic v owk 1T

Oic v 1T

ICT Learning Management Administration

Y Do
DMz Opportunities
DMz Payslips

O My Trzining
Bwveb A
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3. Now select Learning Administration on the right hand side of the screen.

(@ Oracle Applications Home Page |

Imperial College

London E-Business Suite

Enterprise Search  All - IEI Search Results Display Preference  Standard ~

Oracle Applications Home Page
The upgrade of ICIS has been successfully completed. For more information on the upgrade and known issues please click here

Please note that ICIS will NOT work with Google Chrome, nor with Java 1.7. If you used ICIS before with Chrome, you may have loaded 1.7.

This needs to be uninstalled for you to be able to use ICIS now. If you are unsure about how to do this, please raise a request with the service desk for desktop support.
Otherwise report any issues to the ICT service desk: http://wwwi3.imperial. ac.uk/ict/servicedesk

Main Menu B

Worklist
0 1c FIN FINANCE GENERAL ENOUIRIES, From Type Subject Sent Due
ndard There are no notifications in this view.
3 1C FIN ON-LINE JOURNALS ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
B3 1c FIM sUEP, Standard ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

T3 1c P suEP 1PROC, Standard

] IC GRANTS FINANCE VIEW

£31c HRMS Recrutment: Department
BI1c HR oWk IT

B nr m

e ur mms

B0k Learning Management

Adeiictation
I w Learning Administrator I
————

e

n

[ compstence Profile
] My Details
DMx Opportunities
DMx Payslips

Tweb ant -

4. The OLM catalogue will display.

Impetrial College

Learning Management

London
m Navigator ¥ B Favorites v Home Logout Preference
Catalog | Resources Content | Finance | Setup
Search  Course - | @ Advanced Search
Catalogue

Use this page to manage the course catalogue.

Select Catalogue Object: [ Move | | Copy | | Delete |create  category ~/[ 6o
&
Select Focus Name Details Start Date End Date Offerings Classes
» = I'I-:"-I Imperial College 01-Jan-2000
53 Archive 01-Jan-2000 22-Aug-2012
= ‘EI Career Management 01-Jan-2000
& 3 commercial Services Training 01-Jan-2000
& L‘Q Educational Development 01-Jan-2000
BT 01-Jan-2000
&= I'-Iil Imperial Essentials 01-Jan-2000
By Leadership & Management 01-Jan-2000
=] "E-I Research 01-Jan-2000
[ 53 safety 01-Jan-2000
= ‘EI Skills & Development 01-Jan-2000
- m ™ B E )
Select Catalogue Object: | Move | | Copy | | Delete |create category ~ | so

Using the Focus icon:
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Use the Focus icon on the left side of the Catalog options to navigate.

hy

£
Impenal College =
Focus Name

B8

=
& & Imperial Systems

=
R3ES & Learning Technologies

-
4 & Specialist Courses

.
& “CI Web Design & Editing

The focus button focuses on the specific category of courses that you wish to work on, taking
out of view the rest of the catalogue i.e. hides the other Categories, Sub-Categories,
Courses, Offerings or Classes which aren’t related to your focus.

Using the Search Tool at the top of the Catalogue screen:

If you are not very familiar with the catalogue and where a particular course sits, you can use
the search tool at the top of the Catalogue screen to help you find it.

(& Catalogue @ = = @ ~ Page~ Safety~ Tools~ ®'

Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Preferences Help

‘ Search Course = El Advanced Search
Catalogue
Use this page to manage the course catalogue.
&
Focus Name Details  Start Date End Date Offerings Classes

1. Type in the first few letters of the course you wish to find and click on ‘Go’.

2. You will then be provided with a number of courses that include the word you searched
with. Select the relevant course; using the ‘View in Hierarchy’, this is in the last column to
the right of the screen.
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‘gCatalogueSearCh | | Mo~ v [ s v Pagew Safetyv Toolsv @~

Imperial College
London

Learning Management

N Navigator v B2 Favorites = Home Logout Prefere

Catalog | Resources | Learner

Catalog =
Catalogue Search

Use this page to locate catalogue objects. View Full Hierarchy

Object Type Course =

Name iRec
Start Date
End Date
Course Code

oo [lar

To view an object and its children, click View in Hierarchy.

Name Start Date  End Date Course Code Primary Category Offerings View In Hierarchy
iRecruitment Training 01-Aug-2010 Imperial Systems 3 Offerings
iRecruitment Training (2006-2010) 01-Jan-2009  20-Aug-2010 Professional Development 1 Offerings GiD

Project Directors Briefings 30-Aug-2006 20-Aug-2010 Professmnal Development 1 Offerings T

View Full Hierarchy

3. This will provide the offering and list of classes within that course. This is a quick way of
finding your class.

|@Cata|ogue | | & h - @ v Pagev Safetyv Tools~w @'

Imperial College
London

Learning Management

N Navigator v BE Favorites v Home Logout Prefere

Catalog | Resources | Learner

Search Course « iRec IEIAdvanced Search

Catalogue
Use this page to manage the course catalogue.

o

Imperial College > [T > Imperial Systems =

Focus Name Details Start Date End Date Offerings Classes
5 @ jrecruitment Training 01-Aug-2010 Offerings

H% TEST iRecruitment Training 01-Jan-2013 31-Dec-2013 Classes

H% iRecruitment Training 2010-2011 01-Aug-2010 31-Dec-2011 Classes

H% iRecruitment Training 2012-2013 01-Jan-2012 Classes

Creating Courses:

This section shows you how to create a Course, update a Course and how to add
attachments to a Course.

About Courses:

Courses are created within Categories and Sub-Categories.

OLM Guidance Notes
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A Course is a generic class which provides a template in which specific classes can be
based on. You can input general information which all classes will inherit e.g. course name,
course code (if applicable), intended audience, keywords, sponsor, course administrator and
the period which notifications are sent out.

Important note about notifications:

A notification is an e-mail message sent to delegates. There are two types of notification: 1)
Confirmation of Booking and 2) Joining Instructions.

A Booking Confirmation notification is sent the day after a delegate is enrolled. Documents
such as a Pre-Course Questionnaire can be attached to a Course where they will be sent out
with the Confirmation of Booking notification.

A Joining Instructions notification is sent before the class start date at the period specified at
Course level. This is usually 7 to 14 days prior to the class date. Documents such as a
Programme can be attached to a Class and will be sent out with the Joining Instructions
notification.

Documents that are used as attachments i.e. a course programme can be saved on a shared
drive so that other colleagues can administrate your course, if necessary.

Navigate to the Sub-Category:
1. Log in to ICIS and use your departmental OLM responsibility.

2. Double click on the Learning Administration menu option. The Catalog window will open
up.

3. Navigate to the Sub-Category to which you want to add a Course to.
Create a Course:

1. Click the radio button ('123') next to the Sub-Category you wish to add a course to.

OLM Guidance Notes
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|@Catalogue | | M- ~ [ @=h v Page~ Safety~ Tools~v @~

Imperial College
London

Learning Management

n Navigator B2 Favorites w Home Logout Preferences Help

Catalog | Resources Finance | Setup

Search Course -

IE' Advanced Search

Catalogue

Use this page to manage the course catalogue.

Select Catalogue Object: | Move || Copy || Delete |Create Category - EI
P

Imperial College = T >

plect Focus Name Details Start Date End Date Offerings Classes
e B 2 Imperial Systems 01-Jan-2000

© {}} T pan oLm Training EF |21-Jan-2013 Dfferings

® {}} 2 piscoverer 10g Training =F 10-Mar-2008 Offerings

(@] & L Enterprise, Planning and Budgeting =5 01-Aug-2010 Offerings

@] & & Expense Payment Policy Procedure =5 01-May-2010 Offerings

® | & & InfoEd B 27-Jul2010 Offerings

2. In the Select Catalog Object row above the main table, select Course from the Category
drop-down list. Click the Go button.

|@Cata|ogue | | & = A @ v Page~ Safety v Tools~ @v

Imperial College
London

Learning Management

N Navigator v B Favorites w Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Search Course -

IEI Advanced Search

Catalogue
Use this page to manage the course catalogue.

Select Catalogue Object: | Move || Copy || Delete |Create Course - |i|

& E:;errﬁlionr;r Certification @

SalactFocusName | earning Path d Date Offerings Classes
® =L Imperial College T
@ | 2 Archive Category Forum -Aug-2012
(@] s Cﬁ Career Management gf—ajlgn—znﬂﬂ
® Cﬁ Commercial Services Training 01-Jan-2000
(@) e Cﬁ Educational Development 01-Jan-2000
® | & | 92w 01-Jan-2000
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The Create Course page is displayed:

|@CreateCourse | | - v [] fsh v Pagew Safetyw Tools~w (@~

Imperial College
London

Learning Management

N Navigator v B Favorites » Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog =
Create Course
Use this page to manage the properties of this course.

| Cancel | | Apply and Add Details | | Apply |

* Indicates required field

Primary Category Details
Category Name Imperial Category Start Date 01-Jan-
Systems 2000

Category End Date

General
* Course Title
Course Code
Intended Audience -

Information that you enter in the Intended Audience ares will be included in the free-text area of the Confirmation of Bocking
notification
Keywords -

This figld supports HTML input
Description -

1C_OLM_COURSE_MSSG2

* Course Start Date 11-Apr-2013
(example: 27-Mar-2013)

Course End Date

[C]Enable electronic signature

OLM Guidance Notes
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Administration
* Sponsor  |Imperial College Q, = Course Administrator |

Competency Update Settings

Inherited Competency Update Setting notification, Automatic Update after Approval (&
Course Competency Update Setting -

Additional Information

* Number days for Course Notification Q
Joining Instructions for Trainers Q
Approval Required Q
* Approval Group Q

Cancel | Apply and Add Details | Apply |

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

3. In the Course Title field type the name of the course.

Note: Avoid using large hyphens in the course title because when we report on this,
Discoverer will not recognise the symbol. If a hyphen is required in the title, ensure it is the
smaller one (e.g. use “Course Title - Level 17, not “Course Title — Level 17).

4. In the Course Code field, type course code if it's applicable.

5. If extra text is required in the Confirmation of Booking email, enter it into the Intended
Audience field (e.g. “It is recommended that you attend the Course Discoverer Level 1
before attending Discoverer Level 2” or “Please complete the attached pre-course
questionnaire...”)

Note: Information entered in the Intended Audience field will be included in the
Confirmation of Booking notification. Only enter text into this field if you intend it to be
included in the Confirmation of Booking email sent to all delegates.

6. Today’s date is automatically entered into the Start Date field and you can leave this as it
is.

Note: If you are retrospectively creating a course then you need to enter the first date of the
class you are adding into that course, otherwise, you will not be able to create a retrospective
class.

7. The End Date field should be blank.

8. Imperial College is automatically entered into the Sponsor field and you can leave this as
it is.

9. Type the surname of the person responsible for the administration of the Course in the
Course Administrator field and then click on the magnifying glass.

OLM Guidance Notes
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Note: When an employee leaves and another takes over their course administrator
responsibility, the Course Administrator field must be updated to reflect this, otherwise the
notifications for the course will not fire off.

A Search Select List window will pop up.

10. In the Search and Select List window, select the correct person from the list by clicking

into the radio button (C’) next to their name, then click the Select button at the top-right or
bottom-left-hand side of the window.

Search and Select: Course Administrator
Cancel Select

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By Qwner ~ Bailey Go
Results

Quick Select Owner Employee Number Email Address Organization Person Type

% Bailey, Ms Janice Linda 155047 j.l.bailey@imperial.ac.uk  ITSE-ICT IT Services |Employee

Cancel Select

Tip: It is possible to speed up the selection from the list by clicking on the Quick Select icon

=

== ) next to the correct person in the list:

Select Quick Select Owner
Bailey, Ms Janice Linda

The Search and Select closes and you are returned to the Create Course window.

Alternatively, you can pick from the list of names that are automatically displayed when you
start to enter the surname.

11. The default period for when Joining Instructions notifications are sent is 14 days. If you
want to amend this, type one of the following values into the Number of days for Course
Notification field:

00 — No Joining Instructions notification will be sent.

07 — Joining Instructions will be sent 7 days before the start date of the course.

14 - Joining Instructions will be sent 14 days before the start date of the course.

21 — Joining Instructions will be sent 21 days before the start date of the course.

OLM Guidance Notes
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28 — Joining Instructions will be sent 28 days before the start date of the course.

Tip: To see all values listed under the Number days for Course Notification field, type in a
wildcard (%) on its own and click Find (torch icon next to the field). This will return the full list
of values above.

Note: If someone has been enrolled after the 14 day fire off, the joining instructions will not
fire off 13, 12, 11, 10 etc days before the course start date but 7 days prior to course start
date. If a delegate is enrolled after the 7 days fire off, the course notification will go out 6, 5,
4, 3, 2 or 1 day prior to course start date.

12. Add ‘Yes’ into the Joining Instructions for Trainers field, if you would like the trainers
set up against the classes in your course to receive a copy of the joining instructions
notification sent to each delegate enrolled onto your class.

13. In the Approval Required field, add ‘Yes’ if you would like to approve who can attend
your classes e.g. where your class is open only to those that have attended Level 1 etc.

14. If you have selected Yes in the Approval Required field, select the appropriate approval
group in the Approval Group field e.g. ICT Training Approval Group. A notification will then
be sent to the email address attached to your approval group when someone tries to enrol
onto your class, which will then allow you to approve or reject their enrolment.

Note: If you need a new Approval Group created, please contact Daniel Brooke, HR
Systems Trainer via email: d.brooke@imperial.ac.uk.

15. Click the Apply button at the top-right or bottom-right-hand corner of the window.

OLM Guidance Notes
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|§CreateCourse | | & = >~ =3 g@a v Page~ Safety~> Toolsw @v

Imperial College
London

Learning Management

Catalog | Resources | Learner | Content | Finance

Catalog =
Create Course

Use this page to manage the properties of this course, Cancel I | Apply and Add Details | | Apply |

* Indicates required field

Primary Category Details

Category Mame  Imperial Category Start Date 01-Jan-
Systems 2000

Category End Date

General
* Course Title  ICIS Core HR Training
Course Code
Intended Audience  plegss complets the pre course questionnaire attached. -

Infarmation that you enter in the Intended Audience area will be included in the free-text area of the Confirmation of Booking natification
Keywords -

This field supparts HTML input
Description -

IC_OLM_COURSE_MSSG2

* Courgse Start Date 11-Apr-2013
[example: 25-Mar-2013)

Course End Date

[ClEnable electranic signature

- Administration
* Sponsor 5'1m_p_erial College | Q. * Course administrator ;Ga\e, Miss Christine May ) g
- Competency Update Settings
Inherited Competency Update Setting  notification, Automatic Update after Approval &
Course Competency Update Setting T
Additional Information
* Murmber days for Course Notification D?_ Q
Joining Instructions for Trainers Yes I Q
Approval Required Yes i qQ
* Approval Group iCT :riraining AgprovalﬂGroug Q

| Cancel | | Apply and Add Details | | Apply |
—

OLM Guidance Notes
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17. The Catalog page is displayed with the new Course you have just created under the Sub-
Category you specified.

|@Catalogue ‘ | M- ~ [ d= v Page~ Safety~ Tools~v (@~

Imperial College
London

Learning Management

n Navigator v B Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Search Course - EI Advanced Search

Catalog = Create Course =

El Confirmation
Successfully applied Course ICIS Core HR Training.

Catalogue
Use this page to manage the course catalogue.

Select Catalogue Object: Move| copy| Delete |Create Category v | Go

P

Imperial College > T >

Select Focus Name Details Start Date End Date Offerings  Classes
B Imperial Systems 01-Jan-2000
& & pan OLM Training E5 21-Jan-2013 Offerings
{}} O piscoverer 10g Training =F  10-Mar-2008 Offerings
& L Enterprise, Planning and Budgeting =5 01-Aug-2010 Offerings
& L Expense Payment Policy Procedure =5 01-May-2010 Offerings
1 1CIS Core HR Training E5 11-Apr-2013 Offerings
& H T InfoEd Ex  |27-1ul-2010 Offerings
& & mtroduction to College Finance =5 01-Aug-2010 Offerings
& L Introduction to Purchasing =5 01-Aug-2010 Offerings
& ) mntroduction to Purchasing Encumbrances =5 01-Aug-2010 Offerings
{}} W om Training EF |11-Jan-2013 10-Jan-2014 |Offerings
& & online Journals =5 01-Aug-2010 Offerings
& I oracle Grants Enquiries =5 01-Aug-2010 Offerings
& 0 iRecruitment Training =R 01-Aug-2010 Offerings
Select Catalogue Object: | Move | Copy | Delete |Create Category - ﬂ

Update a course:

Navigate to the Course page of the course you want to update by clicking on the blue square
to the right of the course name.
& ) Expense Payment Policy Procedure 01-May-2010 Offerings
L 1CIS Core HR Training
& ) mnfoEd

11-Apr-2013 Offerings

27-Jul-2010 Offerings
1. Click on the Update button at the top-right or top-left-hand corner of the page.
The Update Course page is displayed.

2. Modify any of the fields on this page that you wish to and then click the Apply button at
the top-right or top-left-hand corner of the page.

OLM Guidance Notes
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The Course page is displayed, and a confirmation message appears at the top of the page
confirming that you have successfully updated the Course.

Add an Attachment to a Course:

1. Navigate to the course you want to add an attachment to by clicking on the blue square to
the right of the course name.

The Course details page is displayed.

2. Click on the Update button at the top-right or bottom-left-hand corner of the window.

(& ICIS Core HR Training: Course @ A > =3 Qé; v Page~ Safetyv Tools~ @v

Imperial College

Learning Management

London
m MNavigator v B2 Favorites ¥ Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup
Catalog =
rse ICIS Core HR Training: Course
Learner Competencies | Use this page to.view and manage thi_s course. Click Generate Hyperlink Manage Offerings | Update |
Categories Generate Hyperlink to create a hyperlink to this course that
. you can paste into email, external web pages, or
Other Information announcements.
Learner Access
- General
Prerequisites
Evaluation
Course Title ICIS Core HR Training
Course Code
Start Date 11-Apr-2013
Course End Date
[ Enable electronic signature

Intended Audience

Please complete the pre course questionnaire attached.

Keywords

Description

Administration

Sponsor  Imperial Course Administrator Gale, Miss Christine
College May
4. The Update Course form will open up:

OLM Guidance Notes
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e =

'-.' Google P

& Update Course: ICIS Core HR. Training - Windows Internet Explorer w
@ Q - |@, http://icistrn.ad.ic.ac,uk:8040/04 HTML/OA jspipage=/oracle/apps/ota/admin/i - | ++ | A
| % (& Snagit E (= |

7lp Favorites 75 @) Google @ IC Outlook [I ICIS (2) I] ICIS @ ICT Service Desk @ | Imperial Homepage Suggested Sites

& Update Course: ICIS Core HR Training ﬁ = > L [;%A v Page Safety v Tools~ @v

Imperial College
London

Learning Management

M Navigator v B Fayorites ¥ Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup

Catalog = ICIS Core HR Training: Course >
Update Course: ICIS Core HR Training

Use this page to manage the properties of this course. Apply

* Indicates required field

Primary Category Details
Category Name Imperial Category Start Date 01-Jan-
Systems 2000

Category End Date
General

* Course Title ICIS Core HR Training

Course Code

Intended Audience

Please complete the pre course questionnaire attached. s
Infarmation that you enter in the Intended Audience area will be included in the fres-text area of the Confirmation of Booking notificstion
Keywords -

This field supports HTML input
Description -

IC_OLM_COURSE_MSSGZ
* Course Start Date  11-Apr-2013
(escample: 15-Apr-2013)

Course End Date

5. Text in the Intended Audience field will appear in the Confirmation of Booking notification.
It is recommended that you add a line advising delegates about returning any
attachments.

For example, if a pre-course questionnaire is going to be attached, you will want to ask
delegates to complete and return it as soon as possible so that this information can be
passed on to the trainer.

Do not put specific dates in the intended audience field because this information is carried
through to the booking confirmations for a number of different classes on a number of
different dates under a particular course title.

A follow-up reminder for the completion and return of your questionnaire can be added at
Class level, and will be fired off with the joining instructions.

6. Click the Add button at the bottom-left-hnand corner of the window.
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_@UpdateCourse:ICISCoreHRTraining | M- El ~ ] m= - Page~ Safety~ Tooks~ ﬂv

This field supports HTML input
Description -

I1C_OLM_COURSE_MSSG2
* Course Start Date  11-Apr-2013 j

(excample: 15-Apr-2013)
Course End Date &

[ Enable electronic signature
Administration
* Sponsor  |Imperial College Q * Course Administrator |Gale, Miss Christine May Q,
Competency Update Settings

Inherited Competency Update Setting otification, Automatic Update after Approval -
Course Competency Update Setting -

Additional Information

* Mumber days for Course Notification |07 Q,

Joining Instructions for Trainers |Yes »l
Approval Required |Yes Q,
= Approval Group |ICT Training Approval Group Q
Attachments

Attachments

Cancel Apply
The Add Attachment page will be displayed.
7. Type the name of the attachment into the Title field e.g. Pre-Course Questionnaire.

8. To add a further description on what the attachment is, click into the Description field and
enter as free text.

8. From the Category drop-down list, select Learner Attachment.

9. Click the File radio button (Q) next to the Type label.
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|@LearningManagement:AddAﬁachment | | - v [ = v Pagev Safetyv Tools+ (@~

Imperial College
London

Learning Management

m Navigator v B Fayorites ¥ Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup

Catalog = ICIS Core HR Training: Course > Update Course: ICIS Core HR Training >
Add Attachment

Cancel | Add Another | Apply |

Add  Desktop File/ Text/ URL ~

Attachment Summary Information

Title
Description -
Category Comments -
Define Attachment
o)
) URL
O Text -

Ccancel | Add Another | Apply |

Note: Please attach Files only, URLs and Text attachments cannot be used with notifications.
The types of Files that can be attached are Word docs without the symbol “&” written in the
file name, PDF, PowerPoint and Excel docs. The maximum number of attachments is 5.

10. Click the Browse button next to File field:
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| {& Learning Management: Add Attachment | |

Imperial College

- v [ p v Pagev Safetyv Toolsv @~

Learning Management

London
m Navigator v B Fayorites ¥ Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance
Catalog = ICIS Core HR Training: Course > Update Course: ICIS Core HR Training >
Add Attachment
Cancel | Add Another | Apply |
Add  Desktop File/ Text/ URL ~
Attachment Summary Information
Title
Description -
Category Comments -
Define Attachment
Type @ File Browse...
) URL
0 Text -
Ccancel Add Another | Apply |

The Choose File window will appear on the screen.

[ @ Choose File to Upload ﬂ
l'\_)' | . < Recruitment » Applications 2013 - | +3 | | Search Applications 2013 yel |
Organize » Mew folder =~ A @
¢ Favorites ; Mame : Date modified Type =

Bl Desktop m B Cos Middleton application form 03/04/2013 17:05 Micros
& Downloads @ HANNS POS5U application form 05/04/2013 16:35 Micros
= Recent Places @ Hayden Spekter application form 03/04/2013 10:25 Microg (I
@ Junior Okoosi application form 03/04/2013 11:02 Microg|
4 Libraries 8] Marina Locutura application form 03/04/2013 10:41 Microd
@ Documents i8] Marina Locutura supporting statement 03/04/2013 10:42 Micros
J’ Music 8] Max Knight application form 03/04/2013 10:33 Micros
[&5] Pictures ] Mohammed Abu Jaker application form 05/04/2013 16:29 Micros
B2 videos B Mohammed Yiosese application form 03/04/2013 09:49 Microg_| "
] sadia Amin application form 03/04/2013 10:53 Micros ™
M Cormmuter v 4 T b
File name: | ~| [ Al Files (- -
[ Open |v] ’ Cancel ]

11. Find the document you want to attach and double-click on it to attach it to the Course.
The location of the document will automatically be displayed in the File field.

12. Click the Apply button at the top-right or bottom-left-hand corner of the window.
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|@Leaming Management: Add Attachment | | Mo v [ g v Pagev Safetyv Toolsv i@~

Imperial College
London

Learning Management

n Navigator v B Favorites » Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog > Create Course > Catalogue > ICIS Core HR Training: Course = Update Course: ICIS Core HR Training =
Add Attachment

| Cancel | I Add Another I | Apply |

Add  Desktop File/ Text/ URL

Attachment Summary Information
Title Pre-Course Questionnaire
Description  preyious experience using HR systems pre-course -

questionnaire.

Category  Comments A

Define Attachment

Type @ File P:\Information\General folders\OLM\Competency setup

| Cancel | | Add Another | Apply

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright {c) 2006, Oracle. All rights reserved.

The Update Course page is displayed and a confirmation message will be displayed to
confirm that the document has been successfully attached:

| @ Update Course: 1CIS Core HR Training | |

Imperial College

Learning Management
London ke

Catalog | Resources | Learner | Content | Finance | Setup
Catalog > ICIS Core HR Training: Course >

D Confirmation
Attachment Pre course questionnaire has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.

Update Course: ICIS Core HR Training
Use this page to manage the properties of this course.

16. Click the Apply button at the top-right or bottom-left-hand corner of the screen.

17. The Course page is displayed, and a second confirmation message will be displayed to
confirm that the Course has been saved.
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|@ICISCoreHRTraining:Course | | Mo v [ mm v Pagev Safetyr Toolsv (@~

Imperial College
London

Learning Management

N Navigator v B2 Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog =
Course
Learner Competencies D Confirmation
Categories Successfully applied Course ICIS Core HR Training.
Other Information ICIS Core HR Training: Course
Learner Access Use this page to view and manage this course.

Click Generate Hyperlink to create a hyperlink to Senesale Hypeshol Manavc Offcries | ipdats |

this course that you can paste into email, external
Evaluation web pages, or announcements.

Prerequisites

Note: If you would like to confirm that you have successfully attached a document. Click on
the View Attachments link at the bottom-left-hand corner of the page.

Attachments

Attachments View Attachments...

Note: Your attachment must not have a ‘&’ in the title of the document (i.e. in the name of the
file) as the joining instructions will not fire off if it's included, so if you have a pre course
questionnaire with two dates e.g. Time Power Pre - Mon 18 Aug and Tues 26 Aug 2008 make
sure you put ‘and’ rather than ‘&’.
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Offering:

This document shows you how to create an Offering and update an Offering.
About Offerings:

Offerings are created within Courses.

An Offering specifies the method in which a Course will be delivered. OLM allows you to
deliver courses in several ways e.g. classroom-based, web-based, dissertation etc.

An Offering must be created first before you can create a Class.

Navigate to the Course:

1. Log in to ICIS OLM and use your departmental OLM responsibility.
2. Double click on the Learning Administration menu option.

The Catalog window will open up.

3. Navigate to the Course to which you want to add an Offering to.
Create an Offering:

1. In the Course page click on the Manage Offerings button at the top-right or bottom-right-
hand corner of the page.

OLM Guidance Notes

Last Updated: October 2013 Page 25 of 111



IMPERIAL COLLEGE LONDON

ICIS HRMS

OLM GUIDANCE NOTES

| @ ICIS Core HR Training: Course

Imperial College
London

Catalog | Resources

Course

Learner Competencies
Categories

Other Information
Learner Access
Prerequisites

Evaluation

Learner | Content

Catalog =

- v [ = v Pagev Safetyv Toolsv @~

Learning Management

N Navigator ¥ B Favorites w Home Logout Preferences Help

Finance | Setup

ICIS Core HR Training: Course

Use this page to view and manage this course.
Click Generate Hyperlink to create a hyperlink to
this course that you can paste into email, external

Generate Hyperlink | | Update |

| Manage Offerings

web pages, or announcements.

General

Course Title
Course Code
Start Date
Course End Date

ICIS Core HR Training
11-Apr-2013

[J Enable electronic signature

Intended Audience

Please complete the pre course questionnaire attached.

Keywords

The Offerings page is displayed.

2. Click on the Create Offering button on the left-hand-side of the page.

| {& Offerings

Imperial College
London

Catalog | Resources

Catalog =
Offerings

Learner

Content
ICIS Core HR. Training: Course =

| | B~ v [ dm v Pagev Safetyv Toolsv @~

Learning Management

N Navigator v B2 Favorit Home Logout Preferences Help

Finance | Setup

Offering End Date

Offering
Mo results found.

Return to Catalogue

Show Search Options
| Create Offering

Course Title ICIS Core HR Training
Offering Start Date 11-Apr-2013

Delivery Mode

Course Code
Sponsor  Imperial College

Language Start Date End Date Classes Delete

The Delivery Mode page is displayed.
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|@Create0ﬁering: Delivery Mode | | @ ~ > [ @ * Page~ Safety~ Toolsw @v

Imperial College

Learning Management
London g

n Navigator v B Fayorites w Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog > ICIS Core HR Training: Course > Offerings =

Create Offering: Delivery Mode

Please select a delivery mode for the offering. Please note that delivery mode for an offering cannot be updated.

| cancel | | Continue

Select|Deiver\r Mode Online |$nchronous
©  APEL No Nao
@  Classroom based Ho Yes
@ on-line learning Yes No
@ |Portfolio No No
©  Teaching Observation Ho No
) \WebCT Learning Blocks Ho Yes

4. Select the mode of delivery by clicking on the respective radio button (C’ )-

5. Click the Continue button at the top-right or bottom-right hand corner of the page:

|@Create0ﬁering: Delivery Mode | | & = - =3 @ v Page~ OSafetyv Tools~w @v

Imperial College

Learning Management
London
mn Mavigator v B Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog = ICIS Core HR Training: Course >  Offerings =
Create Offering: Delivery Mode
Flease select a delivery mode for the offering. Flease note that delivery mode for an offering cannot be updated. Cancel I | Continue
Select|Deiver\r Mode Online |Wnchronous

0 AP(E)L No No
Classroom based No Yes

= On-line learning Yes Ho

@ |Portfolio No No

) Teaching Observation Mo Ho

©)  WebCT Learning Blocks Mo Yes
Return to Catalogue Cancel Continue

The Create Offering page is displayed:
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(€ Create Offering - ~ [ @ v Page~ Safety~ Tools~ @~

Imperial College
London

Learning Management

i Navigator v BE Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog > ICIS Core HR Training: Course > Offerings > Create Offering: Delivery Mode >
Create Offering

Cancel | Apply and Add Details | Apply |

General

* Offering
Course ICIS Core HR Training
Course Start Date  11-Apr-2013
Course End Date
The offering start and end dates must fall within the course start and end dates.

* Offering Start Date  01-May-2013 &
(example: 16-Apr-2013)
offering End Date =]

Delivery Mode Classroom based
Online No
Synchronous Yes

* Language Q
Duration -

Description -

Information added in the Offering Description bo will be used in the notification called Joining Instructions (single and multi

date)
Enroliment

“TIP The attendee minimum and maximum values you enter here are the default values for new classes created under this offering.
Modifying these values does not affect existing classes. To override these values for an individual class, go to the properties page for
the class.

Maximum Attendees Minimum Attendees

Maximum Internal Attendees

Cancel | Apply and Add Details | Apply |

7. Either type the name of the offering into the Offering Title field or copy and paste the
name of the title from the Course Title field below.

Note: Avoid using large hyphens in the offering title because when we report on this,
Discoverer will not recognise the symbol. If a hyphen is required in the title, ensure it is the
smaller one (e.g. use “Offering Title - Level 17, not “Offering Title — Level 17).

8. The Offering Start Date field automatically defaults to today’s date. You can change this
date to a date in the past or future depending on whether you are setting up classes
retrospectively or in the future.

Note: If you are retrospectively adding a class within an offering, you should enter the first
date of the class in the Offering Start Date field. Otherwise, you will not be able to create a
Class that occurred in the past.

9. You can leave the Offering End Date field blank if your classes are on-going with no fixed
end date, however, if you have entered a course end date your Offering End Date must fall
within this date.
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10. In the Language field select English from the picklist.

11. Type the number of days your classes will run for in the Duration field. This value should
be in whole or half day increments e.g. 1 for one day and 0.5 for half a day.

Note: For reporting purposes, it is extremely important to record days rather than hours or
any other measurement of time, unless your department particularly needs to report on
numbers of hours.

From the Duration drop-down list select Days.

The Description field is used to add any additional information about the related class to the
Joining Instruction notification (which is attached at class level). Type text here if you would
like it to appear in the Joining Instruction notification. For example, if the class is divided into
sessions, the joining instructions that are fired at session level will not include venue
information so you could type “see programme attached which has details of the course,
including course venue” into the Description field.

You could use this field to remind delegates to return a pre-course questionnaire e.g. “Please
return the completed pre-course questionnaire if you have not already done so.”

You could also use this field to warn delegates that the Class may be cancelled due to a low
take-up e.g. “Please note, due to the low number of enrolments for this particular course,
there is risk of cancellation. It would be greatly appreciated if you could let any interested
colleagues know about the course. If we do need to cancel we will notify you 5 days before
the course. If you do not hear from us then please presume the course will run.”

An example of where the text will be displayed in the Joining Instructions notification is
shown below:

et
Subject:  FYI: Joining Instructions - Presenting Research Effectively, 23-MAR-06

Attachments; 2 |Pre-course Questionnaire.doc (33 KE); ™ |5elf Assessment.dor {44 KB

To  Bethany Elphick
Sent  17-MAR-2006 03:08:36
ID 1529766

This email was sent frem a notification-only email address that cannot accept incoming messages. If you have any questions, contact details are at the
end of this message
Dear Bethany,

| am pleased to confirm your booking, the joining instructions are as folloves:

Presenting Research Effectively
Thursday 23 March - 14:00-17:00
Friday 24 March - 14:00-17:00

Tutor(s): Jagmel Bharj - Penny Clarke

Eorataan of the Sonth Lepainaton carn ase click on the appropriate link at http: e imperial. ac. ukfmaps

Further details of the workshop are attached

Cancellations: Please let me know, as soon as possible {using the email address below) if you need to cancel this booking as your place could be offered to a
colleague on the waiting list. If a cancellation is made less than 5 working days before the workshop, or if you fail to attend or notify us that you cannot attend there may
B N O R N

Note: It is very important to remember that any information you add here will go out with the
Joining Instructions for all the classes set up within this offering. You must make sure that if
you have added information for a particular class that you delete this information once the
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joining instructions have gone out, to avoid this information being sent out with the joining
instructions for any future classes.

14. Type the maximum number of attendees for this Course in the Maximum Attendees
field.

15. Type the minimum number of attendees for this Course in the Minimum Attendees field.

16. If applicable, type the maximum number of internal attendees in the Maximum Internal
Attendees field.

17. Click the Apply button at the top-right or bottom-right-hand corner of the page.

'_féUpdateO‘Ffering:ICISCoreHRTraining ﬁ hd * [ LQA » Pagew Safety~> Tools~ ®v

Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog = Offerings > ICIS Core HR Training: Offering =
Update Offering: ICIS Core HR Training

Cancel I

Apply

General

* Offering
Course

Course Start Date
Course End Date

* Offering Start Date

Offering End Date

Delivery Mode
Online
Synchronous

* Language
Duration

Description

Enrollment

ICIS Core HR Training

ICIS Core HR Training
11-Apr-2013

The offering start and end dates must fall within the course start and end dates.
01-May-2013

(=ample: 16-Apr-2013)

Classroom based

No

Yes

English
1 Day(s) -

Information added in the Offering Description box will be used in the notification called Joining Instructions (single and multi
dats)

¥ TIP The attendee minimum and maximum values you enter here are the default values for new classes created under this offering.
Modifying these values does not affect existing classes. To override these values for an individual class, go to the properties page for

the class.
Maximum Attendees

6 Minimum Attendees 1

Maximum Internal Attendees 6

The Offerings page is displayed with the newly created Offering displayed in the table and a
confirmation message is displayed confirming that the Offering has been created.
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|@O‘I"ferings | | M- v [ g v Pagev Safetyv Tools~v @~

Imperial College
London

Learning Management

n Navigator v B Favorites w Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog > Create Offering: Delivery Mode >  Create Offering =

D Confirmation
Successfully applied Offering ICIS Core HR Training.

Offerings
Course Title ICIS Core HR Training Course Code
Offering Start Date 11-Apr-2013 Sponsor Imperial College

Offering End Date
Show Search Options

offering Delivery Mode Language Start Date End Date Classes Delete
ICIS Core HR Training Classroom based English 01-May-2013 0 Classes T

Return to Catalogue

Catalog Resources Leamner Content Finance Setup Home Logout Preferences Help

F'ri\,rar:_}r Statement Copyright {c) 2008, Cracle. All rights reserved.

Update an Offering:

1. Navigate to the Offering page of the Offering you want to update.
2. Click the Update button at the top-right or bottom-right-hand corner of the page.
The Update Offering page is displayed.

3. Modify any of the fields on this page and then click the Apply button at the top-right or
bottom-right hand corner of the page.

The Offering Page is displayed and a confirmation message appears at the top of the page
confirming that you have successfully updated the Offering.
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Creating classes:
This document shows you how to create and update a Class.
About Classes:

A Class is created within an Offering and has a specific date e.g. a Course could be
Recruitment & Selection but a Class will be Recruitment & Selection — 1 February 2014.

Copying Classes:

When you have created a Class for a Course, you can speed up the process of creating
additional Classes by copying the Class you have just created and just changing the date
when the Class will occur. This is explained later in the chapter.

Booking Resources:

Resources must be booked at Class or Session level only.

Navigate to the Offering:

1. Login to ICIS OLM and use your departmental OLM responsibility.

2. Double click on the Learning Administration menu option.
The Catalog window will open up.

3. Navigate to the Offering that you want to add a Class to.
Note: Before you create your Class, you might want to check what has been entered in the
Number of days for Course Notification field at Course level. This is because you now
have the option to override this period at Class level (using the field called Override Number
of days for Course Notification). If this field is left blank, the joining instructions for this

Class will be sent to delegates on the date you previously set at Course level (i.e. 7 or 14
days before the Class takes place).

Create a class:

1. In the Offering page click the Manage Classes button at the top-right or bottom-right-hand
corner of the page.
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|@ICISCoreHRTraining: Offering | | & < > [ @ v Page~ Safety~ Tools~ @v

Imperial College
London

Learning Management

n Navigator v B2 Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog > Create Offering: Delivery Mode >  Create Offering > Offerings =

ICIS Core HR Training: Offering

Instructor Use this page to view and manage this offering. Click Generate Hyperlink T Update
Competencies Generate Hyperlink to create a hyperlink to this I—I %

Resource Checklist offering that you can paste into email, external web

pages, or announcements.

offering

Learner Access
General

Offering Title ICIS Core HR
Training

Course Title ICIS Core HR
Training

Offering Start Date 01-May-2013

Offering End Date
Delivery Mode Classroom based
Online No
Synchronous Yes
Duration 1 Day(s)

.

Enroliment

Minimum Attendees 1 Maximum Attendees 6
Maximum Internal Attendees 6

Attachments

Attachments None

Return to Catalogue Generate Hyperlink | | Manage Classes | | Update |

The Classes page is displayed.

2. Click the Create Class button on the left-hand side of the page.

| |§Classes | | & hd - 3 @ v Page~ GSafety~ Tools~ @v

Imperial College
London

Learning Management

N Navigator v B Fayorites Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance
Catalog > Create Offering: Delivery Mode >  Create Offering » Offerings =  ICIS Core HR Training: Offering >
Classes

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date 01-May-2013 Delivery Mode Classroom based
Offering End Date

Show Search Options
1|1Mﬁuuﬁmu

Class Class Status Start Date End Date Sessions Awvailable Seats Mail Bulk Enroll Single Enroll Copy Delete
No results found.
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The Create Class page is displayed.

PY D ==

@O - |g, http:_-"-_-"icistrn.acl.ic.ac.uk:BUflﬂ_-"OA_HTML_—"O;:\.jsp?pagE:_-"oracI&"apps_-"ota_ hd | 4 | X "l Google el ) R
X @ Snagit H I‘ﬂj
77 Favorites 9% | Google | IC Qutlook [I ICIS (2} I] ICIS @ | ICT Service Desk @ | Imperial Homepage Suggested Sites +

| (€ Create Class | | - v [] fsh v Pagew Safetyv Toolsv @~

Imperial College
London

Learning Management

N Navigator B Favorites + Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog = Create Offering: Delivery Mode = Create Offering = Offerings = ICIS Core HR Training: Offering = Classes =

Create Class

Manage the properties of this class. Changes you make here will affect only this class,
‘ Cancel |
not any other class instances under the offering. =

Apply and Add Details | | Apply |

General

Title

Offering ICIS Core HR Training
Offering Start Date 01-May-2013
Offering End Date

* Status  Current -

Schedule
* Start Date End Date
(example: 16-Apr-2013) End Ti
nd Time
Start Time ( Example 17:00 )
[ Example 17:00 :
{ Bamp ! = Time Zone |London =)
Duration 1 Day(s)

3. Under the heading General, type the name of the Class in the Title field in the following
format:

Title — Date e.g.

Time Management — 11 Jan 2007

Time Management — 11, 12 Jan 2007

Time Management — 11, 14, & 15 Jan 2007
Time Management — Jan/Feb (5 days) 2007

Note: It is important that the title you type in here is unique and can be distinguished by its
start date. This will enable you to distinguish the Class in other parts of the OLM system.

Note: Avoid using large hyphens in the class title because when we report on this,
Discoverer will not recognise the symbol. If a hyphen is required in the title, ensure it is the
smaller one (e.g. use “Class Title - Level 17, not “Class Title — Level 1”).
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4. The Status field automatically defaults to Current. You can change this to Planned if you
do not want your class to be displayed via My Training at this stage or if you are awaiting
confirmation of a trainer’s availability etc.

5. Under the heading Schedule, type the date the Class starts in the Start Date field. If the
Class takes place on more than one day, type the date of the first Class here.

6. The End Date field will automatically default to the date entered into the Start Date field. If
the Class takes place on more than one day, enter the last date the Class takes places on.

7. Type the time the Class starts in the Start Time field.

8. Type the time the Class ends in the End Time field.

9. If you are creating a Class that has a different duration to the Course you set up, then type
the new duration of the Class into the Duration field. Please use one and half-day

increments, e.g. 1 for one day, 0.5 for half a day.

10. Check that the Duration drop-down list shows the value Day. If it doesn’t, click on the
Duration drop-down list and select Day.

I{.é(freate(flass & & ¥ = é& v Page~ Safety~ Tools~ '@"

Imperial College
London

Learning Management

N Mavigatar + B Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance

Catalog > Classes >
Create Class

Manage the properties of this class. Changes you make here will affect only this class
' Cancel |
not any other class instances under the offering. =

Apply and Add Details Apply

General

Title  ICIS Core HR Training 11 June 2013

Offering ICIS Core HR Training
Offering Start Date  01-May-2013
Offering End Date

* Status  Current -
Schedule

* StartDate 11-Jun-2013 End Date  11-lun-2013

le: 13-May-20132
o (emes ) End Time  17:00
Start Time  09:00 ( Exarnple 17:00

Exarnple 17100
LS J * Time Zone  London Q
Duration 1 Day(s) -

11. The Enrolment Start date field automatically defaults to the current date. If you are
retrospectively creating a Class then enter the date of the earliest Class you are creating.
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12. You can leave the Enrolment End Date field blank, unless you have a cut-off date when
delegates should no longer enrol onto the Class. If so, type this date into the Enrolment End
Date field.

13. The Minimum and Maximum Attendees fields automatically default with the values
specified at Course level, however, you can change these by overtyping the values if
required.

14. Leave the Restricted checkbox unchecked if you want all individuals with the ‘My
Training’ responsibility to be able to view/enrol onto your class.

Note: It is important to check the Restricted checkbox if you do not want your class to show
in My Training and would like to enrol delegates yourself.

Enrollment

* Enrollment Start Date 13-May-2013 E=| Minirmum attendees 1
le: 13-May-2013
zmple = ! Maxirmum Attendees i]
Enrollment End Date |
Maximum Internal Attendees &

Restricted
Secure

Learning Path only

15. If you want to override when Joining Instructions are sent to delegates before a Class
start date, then type the required value into the Override Number of Days for Course
Notification field. The values you can enter are:

00 — No Joining Instructions notification will be sent.

07 — Joining Instructions will be sent 7 days before the start date of the course.

14 - Joining Instructions will be sent 14 days before the start date of the course.

21 — Joining Instructions will be sent 21 days before the start date of the course.

28 — Joining Instructions will be sent 28 days before the start date of the course.

If you do not enter a value into this field, the joining instructions will be sent on the period
selected at Course level.

Tip: To see all values listed under the Number days for Course Notification field, type in a
wildcard (%) on its own, and click Find (torch icon next to the field). This will return the full list
of values above.

Note: If someone has been enrolled after the 14 day fire off, the joining instructions will not
fire off 13, 12, 11, 10 etc days before the course start date but 7 days prior to course start
date. If a delegate is enrolled after the 7 days fire off, the course notification will go out 6, 5,
4, 3, 2 or 1 day prior to course start date.

16. Type the conference office booking reference number into the IC Conference Office
Booking field (if you have one).
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Note: Internal Bookings at South Kensington will always supply a booking reference number
in two instances: if the room is in the Seminar & Learning Centre or if catering or equipment
is ordered for an event anywhere on the South Kensington Campus. There will not be a
booking reference number supplied if a room is booked through a Faculty at South
Kensington (e.g. a Sir Alexander Fleming room, booked through Medicine) or if a room or
catering is booked on any of the other campuses.

17. Click the Apply button at the top-right or bottom-right-hand corner of the page.

General

Class Title

Offering Title
Offering Start Date
Status

Schedule

Enroliment

# Start Date [25-Jun-2013 =
(axample: 23-Oct-2013) .
End Time |17:00
* Start Time  |09:00

( Example 17:00 )

Duration 1 Day(s) v

* Enrollment Start Date |01-Jun-2013 &

ICIS Core HR Training 25 June 2013

ICIS Core HR Training
01-Jan-2013
Current

*End Date [25-dun2013  [E

{ Example 17:00 )
* Time Zone  Londan =

Minimum Attendees i

(example: 23-Oct-2013) e b

Enrollment End Date |25-Jun-2013 = atim e rnal AterdEes ’76

[¥IRestricted

[ZlLearning Path only

Additional Information

Override Number of Days for Course Notification
1C Conference Office Booking Reference
Refresher/Requalification Required?

Training Provider

Location

o7 Q,
1625234756
Mo Q

Human Resources Division
HUMAN_RESCOURCES_DIVISION
South Kensington Carnpus

sk
Override Approval Setting Mo o

Attachments

Attachments None| Add...

Cancel Apply

The Classes page is displayed and the Class you just created will be displayed in the table.
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Imperial College
London

Catalog | Resources | Learner
Catalog >

Classes

Learning Management

Content | Finance | Setup

m Navigator ¥

] Favorites ¥

Home Logout Preferences Help

Course Title ICIS Core HR Training
Offering Start Date 01-Jan-2013
Offering End Date

Show Search Options

Offering Title ICIS Core HR Training
Delivery Mode  Classroom based

olass Class Status  |Start Date  |End Date Sessions  Available Seats Hotify Bulk Enroll  Single Enroll Copy Delete
ICIS Core HR Training 25 June 2013 Current 25-Jun-2013  25-Jun-2013 |0 Sessions 6

& B m

Return to Catalogue

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

Privacy Statement ‘Copyright (¢} de. All rights reserved.

Add an Attachment to a Class:
1. Navigate to the Class that you want to add an attachment to.

2. Click on the name of the Class.

| @ Classes

| | o~ ~ [ g= v Pagev Safety~ Tools~ @~

Imperial College

Learning Management

London
n Navigator v B2 Favorites » Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup
Catalog >
Classes
Course Title ICIS Core HR Training Offering Title ICIS Core HR Training

Offering Start Date
Offering End Date

Show Search Options

Create Class

01-May-2013 Delivery Mode Classroom based

Class Available Bulk Single
Class =~ Status Start Date End Date Sessions [Seats Mail Enroll Enroll Copy Delete
ICIS Core HR Training 11 June § Current 11-Jun-2013 11-Jun-2013 0 6 =, 3 o~
I2DL3 Sessions @s i fiad B

Return to Catalogue

v Statement

Oracle. All rights reserved.
The Class page is displayed.

3. Click the Update button at the top-right or bottom-right-hand corner of the page.
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Imperial College
London

Learning Management

Catalog | Resources | Learner | Content | Finance | Setup

Catalog = Classes >
Class i
| IC15 Core HR Training 25 June 2013: Class

1 Navigator ¥ B Favori Home Logout Pr

Enroliments
I
Resource Bookings
; Learner Access _ General

Evaluation e
| Class Title ICIS Core HR Training 25 June

2013
Offering Title ICIS Core HR Training
Status Current

Start Time 09:00 End Time 17:00
Duration 1 Day(s)

Enrollment Start Date 01-Jun-2013
Enrollment End Date  25-Jun-2013
Restricted

O Learning Path only

Override Number of Days for Course Motification
IC Conference Office Booking Reference
Refresher/Requalification Required?

Training Provider

Location

Override Approval Setting

_ Attachments

Attachments None

Return to Catalogue

Generate Hyperfink | Update | anage  Class Chats

Start Date 25-Jun-2013 End Date 25-Jun-2013

Minimum Attendees 1
Maximum Attendees 6
Maximum Internal Attendees 6

07

1625234756

HNo

Human Resources Division
HUMAN_RESOURCES_DIVISION
South Kensington Campus
K

Ho

[ Generate Hyperlink | | Update | Manage Class Chats

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

The Update Class page is displayed:
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Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Preferences Help

Catalog | Resources Content | Finance

Catalog » Classes = ICIS Core HR Training 25 June 2013: Class =
Update Class: ICIS Core HR Training 25 June 2013

Manage the properties of this class. Changes you make here will affect only this class, not any other class instances under the offering. |
g prop gesy ¥ v ¥ a [ Apply

Class Title !IC[S Core HR Training 25 June 2013

Offering Title ICIS Core HR Training
Offering Start Date 01-Jan-2013
Status Current

Schedule

= Start Date [25-Jun-2013 [ =End Date [25-Jun-2013  [E
(=ample: 30-Oct-2013} .
End Time |17:00
= Start Time [09:00

{ Example 17:00 )
{ Example 17:00 )

- = Time Zone |London Q
Duration 1 Day(s) - -

* Enrollment Start Date IUl—Jun-ZDlB Minimum Attendees 1

i ek Maximum Attendees 6

Enrollment End Date IZS—JLIn-ZDlB S e s '7E

Restricted
[[I Learning Path only

Additional Information

Override Number of Days for Course Notification |07 .| Q
1C Conference Office Booking Reference |1625234756
Refresher/Requalification Required? E_N_p ) Q,
Training Provider ;quqn Rgsuurcgs Divisiurn E .‘ O\
HUMAN_RESOURCES DIVISION
Location |South Kensington Campus N Q
= _
Override Approval Setting [No .| Q

Attachments llone! Add...
| cancel | | Apply
4. Click the Add button at the bottom-left-hand corner of the window.

Attachments

Attachments Hon
[ cancel | | Agply"

cy Statement Copyright {c) 2008, Ora rights reserved.

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

The Add Attachment page is displayed.

5. Type the name of the attachment in the Title field e.g. “Programme”.
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Comments will appear as the default in the Category drop-down list. Please leave this as it
is.

6. Click the File radio button (C’) next to the Type label.

|@Learning Management: Add Attachment | | ﬁ = >* =3 QQA * Pagev Safety> Toolsw @v

Imperial College

LOﬂdOﬂ Learning Management

M Navigator v B2 Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog » Classes = ICIS Core HR Training 11 June 2013: Class > Update Class: ICIS Core HR Training 11 June 2013 =

Add Attachment
Cancel | Add Another | Apply |

Add  Desktop File/ Text/ URL ~

Attachment Summary Information

Title Pre course questionnaire

Description | a
Category Comments -
Define Attachment
Type © File
O Text -

Cancel Add Another | Apply |

Catalog Resources Learner Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved |

Note: Please attach Files only. URLs and Text attachments cannot be used with notifications.
The types of Files that can be attached are Word docs without the symbol “&” written in the
file name, PDFs, PowerPoint docs and Excel docs. The maximum number of attachments is
5.

7. Click the Browse button next to File field:

The Choose File window will appear on the screen.

8. Find the document you want to attach and double-click on it to attach it to the Class.

The location of the document will automatically be displayed in the File field.

9. Click the Apply button at the top-right or bottom-right-hand corner of the window.
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|@Leaming Management: Add Attachment | | 5~ v [ mm v Pagev Safety~ Toolsv @~

Imperial College
London

Learning Management

N Mavigator v B2 Favorites Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog » Classes » ICIS Core HR Training 11 June 2013: Class > Update Class: ICIS Core HR Training 11 June 2013 =
Add Attachment

Cancel | | Add Another | | Apply |

Add  Desktop File/ Text/ URL -

Attachment Summary Information

Title Pre course questionnaire

Description o
Category Comments -
Define Attachment
Type @ File H:\Pre course questionnaire.docx Browse...
D URL
© Text -

Cancel | | Add Another | | Apply |

Catalog Resources Leamer Content Finance Setup Home Logout Preferen

Privacy Statement Gopy { Oracle. All rights reserved,

The Update Course page is displayed and a confirmation message will be displayed to
confirm that the document has been added successfully but not committed.
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| € Updste Class: ICIS Core HR Training 11 June 2013 | B~ ~ [C] dm v Pagev Safety~ Tools~ @~

Imperial College
London

Learning Management

N Navigator v B? Favorites w Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog = Classes » [CIS Core HR Training 11 June 2013: Class =

D Confirmation
Attachment Pre course questionnaire has been added successfully but not committed; it would be committed when you commit the rest of
the current transaction.

Update Class: ICIS Core HR Training 11 June 2013

Manage the properties of this class. Changes you make here will affect only this class, not any other class instances
Ca | A
under the offering. nee

General

Title ICIS Core HR Training 11 June 2013

Offering ICIS Core HR Training
Offering Start Date 01-May-2013
Offering End Date
Status Current

Schedule

* Start Date  11-Jun-2013 End Date 11-Jun-2013
(example: 15-May-2013) End Time  17:00
Start Time  08:00 e
[ Example 17:00 -
LEEme ! * Time Zone |London Q
Duration 1 Day(s) -

10. Click the Apply button at the top-right or bottom-right-hand corner of the screen to
commit and save your work.

11. The Class page is displayed and a second confirmation will be displayed to confirm that
the Class has been saved.

| @ 1CI5 Core HR Training 11 June 2013: Class | | B~ v [ fd® v Pagev Safetyv Took~ @~

Imperial College
London

Learning Management

N Navigator v B Favorites » Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog = Classes »

Class

Enrollments El Confirmation

Resource Bookings Successfully applied Class ICIS Core HR Training 11 June 2013.
Learner Access ICIS Core HR Training 11 June 2013: Class

Evaluation

IGenerate Hyperﬁnkl | Update | Manage  Class Chats - EI

General

Class Title ICIS Core HR Training 11 June
2013

Offering Title ICIS Core HR Training
Status Current
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15. If you would like to add some information about the attachment or about the class in
general you can do so in the description field of the Offering for this class.

Note: Your attachment must not have a ‘&’ in the title of the document (i.e. in the name of the
file) as it prevents the joining instructions from firing off. If you have a programme with two

dates e.g. Time Power Programme - Mon 19 Aug 2013 and Tues 27 Aug 2013, please make
sure you use ‘and’ rather than ‘&’.

Copying a Class:

If you are creating a number of classes with the same course title, it will be quicker to use the
‘Copy Class’ option.

1. Navigate to the Classes page that contains the Class you want to copy.

Copy
2. Click the respective Copy Class icon B for the Class you want to copy.

A warning message will ask you if you want to continue with copying the selected class.

_réCopyC\ass:ICISCoreHRTramlngllJuneZUlB & hd > =3 E%: v Pagew Safety> Toolsw @v

Imperial College
London

Learning Management

N Navigator v B Favorites Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog = Classes >
Copy Class: ICIS Core HR Training 11 June 2013

/1y Warning

You are creating a new class based on the class ICIS Core HR Training 11 June 2013. Mote that you are not copying or changing sessions, resource bookings, learner
access, or enrolments for ICIS Core HR Training 11 June 2013. Do you want to continue?

[ to | | ves |

Catalog Resources Leamner Content Finance Setup Home Logout Preferences Help

Privacy Statement Gopyright (] 2006, Oradle. All rights reserved

3. Click the Yes button at the top-right or bottom-right-hand corner of the page if you are
certain you are copying the correct class.

The Classes page will be displayed and a copy of the Class is listed in the Classes table with
(copy) next to the name.
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‘féclasse; | | @ v = g;q v Page~ Safety > Tools~ @'

Imperial College
London

Learning Management

N Navigator ¥ B2 Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog >

Eg Confirmation
Successfully created the copy object: ICIS Core HR Training 11 June 2013(copy).

Classes
Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date 01-May-2013 Delivery Mode Classroom based

Offering End Date
Show Search Options

Class = Class Status [Start Date |[End Date Sessions |Available Seats Mail Bulk Enroll Single Enroll Copy Delete
ICIS Core HR Training 11 June 2013 Current 11-Jun-2013 (11-Jun-2013 |0 Sessions |6 @; éﬁ}é =] FD m
[ICIS Core HR Training 11 June 2013(copyll |Current 11-Jun-2013 |11-Jun-2013 |0 Sessions |6 @; @Q@ =] f‘D m

Return to Catalogue

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

4. Click on the name of the new Class you just copied.

The Class page will be displayed.

5. Click the Update button at the top-right or bottom-left-hand corner of the page.
The Update Class page will be displayed.

In the Create Class form, click Update and overtype any details e.g. the title, start and end
dates, enrolment dates and notification days, as required.

6. You can now modify the details of this new Class.

7. When you have finished modifying the details, click on the Apply button at the top-right or
bottom-right-hand corner of the page to save your changes.

The Class page will be displayed and a confirmation message will be displayed to confirm
that the Class has been saved.
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Adding Classes Retrospectively:

If you are adding a number of classes retrospectively with the same course title as others
that already exist, it will be quicker to use the ‘Copy Class’ option rather than the ‘Create
Class’ option. Please see notes above on how to copy classes.

Important notes to remember:

Enrolment dates - in order to enrol delegates onto your class retrospectively, you should
either leave the enrolment end date field blank or make this the same day that you are
enrolling delegates. If you enter this as the date of the class, you will not be able to enrol any
delegates.

Notification days — to ensure delegates do not receive a confirmation of booking notification,
please set the course notification field to ‘00’ so that this does fire.

There is no need to add resources i.e. trainer or venue, unless you know that your
department will be reporting on these.

Enrolling Delegates Retrospectively:

All delegates should be enrolled as ‘Attended’, ‘Absent’ etc. and not as ‘Booked’. This
ensures that the enrollment status is updated and that the delegates do not receive an
automatic booking confirmation notification.
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Sessions:

This document shows you how to create a Session.
About Sessions:

Sessions are created under Classes and are used when Classes are delivered over a
number of days e.g. Recruitment & Selection - Day 1 — 1 Feb 2013 and Recruitment &
Selection - Day 2 — 2 Feb 2013. A Session cannot be created without a Class being created
first.

Sessions are also used to record and supply more information for multiple day classes e.g.
for a Recruitment & Selection course that has a class taking place on 11 & 12 October and a
follow up on 13 November, may have a session on 11th October between 09.30 to 12.30,
another on 12 October between 14:00 and 17:00 etc, as the three separate dates cannot be
recorded in one class.

At Session level there are a few things to note in connection with the joining instructions
notifications. The joining instructions, which normally outline the venue and class dates, will
only list the dates of the various sessions. The delegate will need to open the attached
programme for information on the venues, which may be different for each session. For this
reason, you may wish to write something in the Intended Audience section when creating
the course offering, such as “see programme attached which has details of the course,
including course venue”.

Resources are booked at class level with special attention given to dates and times these are
booked.

Navigate to the Classes page:
1. Log in to ICIS OLM and use your departmental OLM responsibility.

2. Double click on the Learning Administration menu option. The Catalog window will open
up.

3. Navigate to the Classes page containing the Class you would like to add a Session to.

Create a Session:

1. Click the name of the class you would like to add a Session to.
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|§Classes | | & = - = @ ~ Page~ Safety~ Tools~w @v

Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Preferences

Catalog | Resources | Learner | Content | Finance | Setup

Catalog =
Classes

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date  01-May-2013 Delivery Mode Classroom based

Offering End Date
Show Search Qptions

Create Class
Class ~ Class Status Start Date [End Date Sessions Available Seats Mail Bulk Enroll Single Enroll Copy Delete
ICIS Core HR Training 11 June 2013 Current 11-Jun-2013 |11-Jun-2013 |0 Sessions |6 @j @ m
ICIS Core HR Training 18 June 2013 Current 18-Jun-2013 |18-Jun-2013 |0 Sessions 6 @; @ m
— — E—
ICIS Core HR Training 1st and 2nd July 2013] |Current 01-Jul-2013 02-Jul-2013 |0 Sessions |6 &2 g B FE] mj

Return to Catalogue Listof Closses

Catalog Resources Leamer Content Finance Setup Home Logout Preferences

¢ Statement C 0 cle. All rights reserved.

The Class page is displayed.

2. Go to the top right hand screen and select ‘Sessions’ from the Manage drop down list that
will currently read Class Chats. Click Go.

| & 1CI5 Core HR Training 15t and 2nd July 2013: Class | | Gi - v [ d= v Pagev Safety~ Tools~ (@~

Imperial College
London

Learning Management

N Navigator v B2 Favorites Home Logout Preferenc

Catalog | Resources | Learner | Content | Finance | Setup
Catalog > Classes >
ICIS Core HR Training 1st and 2nd July 2013: Class

Generate Hyperﬁnk| | Update | Manage | Class Chats - @
Class Chats

Class

Enrollments

Resource Bookings
Learner Access General

Evaluation ] na
Class Title ICIS Core HR Training 1st and 2nd July

2013
Offering Title ICIS Core HR Training
Status Current

The Session page is displayed.

3. Select the ‘Add Session’ button as seen below.
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(& Sessions & - > 3 @ ~ Page~ Safety v Tools~ @v

Imperial College

Learning Management
London Rt

M Navigator v B Favorites Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog = Classes > ICIS Core HR Training 1st and 2nd July 2013: Class >
Sessions
Before you can add sessions, you must set both start and end dates for the parent class.

Course ICIS Core HR Training Class Status Current
Offering ICIS Core HR Training Class Start Date 01-Jul-2013
Delivery Mode Classroom based Class End Date 02-Jul-2013

Language English Time Zone London

Class Name ICIS Core HR Training 1st and 2nd
July 2013
|
Start Date Start Time End Time Booked Resources Delete

Mo results found.

Catalog Resources Learner Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.

4. Type the name of the Session into the Session Title field using the following format:
Title — Day Number Date e.g. Time Management - Day 1 - 11 May 2008

Note: Avoid using large hyphens in the session title because when we report on this,
Discoverer will not recognise the symbol. If a hyphen is required in the title, ensure it is the

smaller one (e.g. use “Session Title - Level 1”7, not “Session Title — Level 17).

5. If required, add in the Training Centre e.g. PQ — Faculty of Natural Sciences in the
Training Centre field.

6. If required, add in the location of where the session will take place e.g. SK Bioengineering.

7. The start date will automatically default to the start date of your class. If required, overtype
the date in the following format DD_MMM_YYYY or select the date from the calendar.

8. Enter the start time of your session into the Start Time field e.g. 09:00.
9. Enter the end time of your session into the End Time field e.g. 17:00.

10. Click the Apply button at the top-right or bottom-right-hand corner of the page.
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| @ 1CI5 Core HR Treining 1st and 2nd July 2013: Add . | | G~ v ] g v Page~ Safety= Tools~ @~

Imperial College
London

Learning Management

Home Logout Pref:

Finance
Catalog = Classes = ICIS Core HR Training 1st and 2nd July 2013: Class =

ICIS Core HR Training 1st and 2nd July 2013: Add Session
Please enter details of the session.

Catalog | Resources | Learner | Content

Sessiong =

Cancel I | Apply and Add Details | Apply ‘

* Indicates required fizld

* Session  ICIS Core HR Training - Day 1 - 1 July 2013
Class ICIS Core HR Training 1st and 2nd July 2013

Class Start Date 01-Jul-2013
Class End Date  02-Jul-2013
Training Centsr |PQ - Faculty of Matural 9 <4
Location Sk Bioengineering Q
Ctart Date  01-Ju-2012
(example: 13-Jun-2013)
Start Time
{ Example 17:00 )
End Tirme
[ Example 17:00 )
Time Zone  London

‘ Cancel | | Apply and Add Details | | Apply ‘

The Sessions page is displayed and a confirmation message confirms that the Session has
been created.

| | @ Sessions

Imperial College

London

Catalog =

[l Confirmation

Sessions

Catalog | Resources

Classes >

& = - = @ ~ Page~ Safety~ Tools~ @v

Learning Management

Learner | Content

Finance | Setup
ICIS Core HR Training 1st and 2nd July 2013: Class =

Successfully applied Session ICIS Core HR Training - Day 1 - 1 July 2013.

B Favorites

Home Logout Prefere

Before you can add sessions, you must set both start and end dates for the parent class.

Course ICIS Core HR Training Class Status Current
Offering ICIS Core HR Training Class Start Date 01-Jul-2013
| Delivery Mode Classroom based Class End Date 02-Jul-2013
| Language English Time Zone London
| Class Name ICIS Core HR Training 1st and 2nd
July 2013
Session Start Date Start Time End Time Booked Resources Delete
ICIS Core HR Training - Day 1 - 1 July 2013 01-Jul-2013 09:00 17:00 0 Resource m

Catalog Resources Learner Content Finance Setup Home Logout Preferences Help

Privacy Statement cle. Al rights reserved.

11. If you have more Sessions to create for this Class, click the Add button and repeat the
same steps above.
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Update a Session:

1. To update a session you’ve created, navigate to the relevant session and select the
Update button from the top right or bottom right hand corner.

| @ 1C15 Core HR Training - Day 1 - 1 July 2013: Session | | B o~ v [ fm v Pagev Safetyw Tools~ @~

Imperial College
London

Learning Management

N Navigator v  BE Favorites » Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog = Classes > Sessions =

S22TD ICIS Core HR Training - Day 1 - 1 July 2013: Session

Resource Bookings

Name

Class Name
Class Start Date
Class End Date
Training Center
Location

Start Date

Start Time

End Time

Time Zone

Return to Catalogue

ICIS Core HR Training - Day 1 - 1 July 2013
ICIS Core HR Training 1st and 2nd July 2013
01-Jul-2013

02-Jul-2013

PQ - Faculty of Natural Sciences

SK Bioengineering

01-Jul-2013

09:00

17:00

London

Update

Catalog Resources Learner Content Finance Setup Home Logout Preferences Help

Privacy Statement

Copyright (c) 2006, Cracle. All rights reserved.

The Update Session page is displayed.

2. You can now change any of the fields you wish to. When you have finished click the
Apply button at the top-right and bottom-right hand corner of the page.

The Sessions page is displayed and a confirmation message is displayed at the top of the
page confirming that your Session has been updated.
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Allocate a Resource to a Class or Session:
This chapter shows you how to allocate a resource to a Class or Session.
About Allocating a Resource (Trainer and Venue):

Resources must first be set up as a Resource Type by an OLM Superuser Once they have
been set up, the Course Administrator can then allocate them to the appropriate
classes/sessions. These notes focus on allocating resources.

The resources that we currently use are Trainer and Venue. The Resource Name for a
Trainer is the full name of the person delivering training.

The trainer’'s name and the venue will be included on the joining instructions sent to class
delegates X days before the class/session takes place. It is therefore important that the
trainer and the venue details are correct when allocating theses resources to classes.
There is one exception to the above, which applies to Classes with sessions. The joining
instructions for these classes will list the session dates and the trainer but not the different
venues (if applicable). In this scenario, the venue details should be included in the attached
programme.

Resources should be booked at Class level and not at Offering level, as the resources you
book at Offering level will be applied to all your classes and therefore be included in any
joining instructions sent for these.

Navigate to the Classes page:

1. Log in to ICIS OLM and use your OLM departmental responsibility.

2. Double click on the Learning Administration menu option.

The Catalog window will open up.

3. Navigate to the Classes page containing the Class you want to add a Resource to.

Allocating the Resources:

1. Click the name of the Class you want to add a Resource to.
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|@Classes | | & M = @ v Page~ Safetyv Tools~ @'

Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Prefere

Catalog | Resources | Learner | Content | Finance | Setup

Catalog >
Classes

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date 01-May-2013 Delivery Mode Classroom based

offering End Date
Show Search Options

Create Class

Class = Class Status Start Date [End Date Sessions Available Seats Mail Bulk Enroll Single Enroll Copy Delete
ICIS Core HR Training 11 June 2013 Current 11-Jun-2013 11-Jun-2013 |0 Sessions |6 @-i @ m
ICIS Core HR Training 1st and 2nd July 2013 |Current 01-Jul-2013 |02-Jul-2013 |1 Sessions |6 w2 altg fie] [FE] m

lICIS Core HR Tramlng 25 June 2013 ' Current 25-Jun-2013 |25-Jun-2013 |0 Sessions |6 o (}Q@ @ m

Kb

Return to Catalogue

Catalog Resources Learner Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright {c) 2006, Oracle. All rights reserved.

The Class page is displayed.

2. Click the Resource Bookings option in the left-hand menu.

|EICISCoreHRTrainingBJuneZUB‘.Class Mo~ v (] @ v Pagev Safety~ Tools~ @~

Imperial College

Learning Management
London e

N Navigator v B Favorites v Home Logout Preferen

Catalog | Resources | Learner | Content | Finance | Setup

Catalog » Classes >

Cies ICIS Core HR Training 25 June 2013 Class
Enrollments Generate Hyperifink | | Update | Manage Class Chats v @

Learner Access General

Evaluation ] e
Class Title ICIS Core HR Training 25 June

2013
Offering Title ICIS Core HR Training
Status Current

The Resource Booking page is displayed.
3. From the Add drop-down list, select the type of resource you want to add.

4. Click the Go button.
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|@IC{ECorEHRTrainingBJunEZﬂlE: Resource Bo... | | oo v [ @ ~v Pagev Safety~ Tools~ @~

Imperial College
London

Learning Management

N Navigator v  B® Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog > Classes =

Class
ICIS Core HR Training 25 June 2013: Resource Bookings
Enrollments -
Manage resource bookings for this class.
Resource Bookings Indicates primary venue —
Learner Access | Resource Check List |Add Trainer l
Evaluation Trainer Display Book
Resource R -.¢ Start End Time Booking Object Object To Entire Check
Select Details Name Type Quantity Date Date Zone Status MName Type Learner Period Conflict Update
No results
found.

Return to Catalogue

Catalog Resources Learner Content Finance Setup Home Logout Preferences Help

Copyright (c) 2008, Oracle. All rights resenved.

5. The Add Resource Bookings page is displayed for the resource type you are adding.

|gTrainenAddResourceBooking; ‘ | ﬁ = > =3 @ v Pagew Safetyv Tools~w @v

Imperial College

London Learning Management

N Navigator v B2 Favorites w Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog » Classes > ICIS Core HR Training 25 June 2013: Resource Bookings >
Trainer: Add Resource Bookings
Define the properties of the resource booking for the selected resource type.

* Indicates required field

Class Details

For classes or sessions, booking a trainer assigns the resource as an instructor.

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Class Name ICIS Core HR Training 25 June 2013 Delivery Mode Classroom based
Class Status Current Class Location
Class Training Center Class Start Date  25-Jun-2013
Class End Date  25-Jun-2013 Class Start Time 09:00

Class End Time 17:00

Resource Booking Dates
* Start Date  25-Jun-2013 09:00
(eample: 13-Jun-2013) { Example
= 17:00
* End Date  25-Jun-2013 )
17:00
* Time Zone |London Q
Resource Name

a

Supplier

Training Center
Location

Booking Instructions

6. If you are allocating a resource to a Class, check that the Start Date field, End Date field,
Start Time field and End Time field are the same as the dates and times for the Class
you allocating a resource to.
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7. If you are allocating a resource to a Session, enter the respective start and end dates, and
start and end times into the respective fields on the page.

Note: If there are multiple sessions for a Class, the Start/End dates and Start/End times will
depend on whether the selected resource is being used for every class/session for that
Course or not e.g. if the same trainer is used on 10" and 11t October the Start Date will be
10th Oct and the End Date will be 11th Oct. On the other hand, if the venue, for example, is
different for both dates, both the Start and End Dates for the first Session will be 10th Oct,
and both the Start and End Dates for the second Session will be 11th Oct.

Start and End dates can be different when allocating resources for multiple classes/sessions
e.g. if a trainer is used for five days, running over 8", 9", 10t 11" and 12t January, then the
8™ Jan and 12" Jan can be entered as the Start Date and End Date retrospectively. This is
only if the Start and End Times are the same on all classes/sessions, otherwise it will have to
be entered as a separate resource allocation.

8. If you know the name of the resource you are allocating, type it into the Name field e.g.
name of the trainer or venue. Alternatively, click on the Torch Icon next to the Name field
and search using the search window.

Note: If searching for a SALC room, the system will not recognise the word ‘SALC’. You will
need to search using ‘Room 1’, ‘Room 2’ etc.

9. When in the Search window, enter your search query into the Search By field and then
click the Go button:

10. Alist of resources will be displayed in the Results table as seen below.
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@ Search and Select List of Values - Windows Internet Explorer L] [ =N ﬂ
Search and Select: Name o
Cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By Resource Name - Room 1 Go |
Results 3 1
< Previous 1-10 v Next 10 G
Quick Trainer Supplier Start End
Select Select Resource Name Name Name Training Center Location Date  Date
= Room 1.4th floor, Central Library.South PESD- Learning and 22-Mow-
= Kensington campus... Development Centre 2006
= Room 1.Reynolds Building.Charing Cross DQAR- Research 30-Aug-
= campus... Services 2006 | 8
) Room 1.Seminar and Learning Centre, 5th Floor PESD- Learning and 26-Apr-
*  Sherfield Building.South Kensington campus.SW7 Development Centre 2006
2A7..
) Room 1.Whiteley Suite, Chemistry RCS Building, PESD- Learning and 20-Feh-
*  South Kensington Campus.South Kensington Development Centre 2008
Campus...
= Room 10 Seminar and Learning Centre.5th floor, PESD- Learning and 05-Jul-
= Sherfield Building.South Kensington campus... Development Centre 2010
= Room 108, LGS (Lower Ground Floor).Tanaka PESD- Learning and 06-Mar-
= Business School.South Kensington campus... Development Centre 2007 -
4 1 | 3
Done € Local intranet | Protected Mode: Off ¥ v Hi0% ~

11. Select a resource by clicking on the respective Quick Select button or by clicking on the
respective Select radio button and then click on the Select button at the bottom-right
hand corner of the page.

Search and Select: Name

Cancel Select

Search
To find your item, select a filker item in the pulldown list and enter a value in the text field, then select the "Go" button.

(6o

Search By Resource Name ~ Gayle

Resource Supplier Start End

Name Trainer Name HName Training Center Location Date Date

Gayle, Mr Gayle, Mr PESD- Learning and Development 01-Jul-

Richard. Richard Centre 2007

Cancel | Select

The Search window will disappear and the Add Resource Bookings is displayed.
12. The resource you selected will appear in the Name field:
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(& Trainer: Add Resource Bookings @ ~ ¥ 3 Lé: v Pagev Safetyr Tools+ l@lv

Imperial College
London

Learning Management

Home Logout Prefe

Catalog | Resources | Learner | Content | Finance
Catalog = Clagses = |CIS Core HR Training 25 June 2013: Resource Bookings =
Trainer: Add Resource Bookings

Define the properties of the resource booking for the selected resource type. Apply

* Indicates required field

Class Details

For classes or sessions, booking a frainer assigns the resource as an instructor,

Course Title ICIS Core HR Training Offering Title  ICIS Core HR Training
Class Name ICIS Core HR Training 25 June 2013 Delivery Mode Classroom based
Class Status  Current Class Location
Class Training Center Class Start Date 25-Jun-2013
Class End Date  25-Jun-2013 Class Start Time  09:00

Class End Time  17:00
Resource Booking Dates

* Start Date  25-Jun-2013 09:00
(example: 13-Jun-2013) ( Example
17:00
* End Date  25-1un-2013 J
17:00
* Time Zone  London

Resource Name

t Mame _|Gayle, Mr Richard, ' Q, Advanced Search

Supplier

Training Center  PESD- Learning and Development Centre
Location
Booking Instructions

13. Check that the Booking Status field is set to Confirmed.

14. The Date Booked field will automatically default to today’s date.

15. The Booked By field automatically defaults with your ICIS username.

16. In the Display to Learner field, select Yes or No from the drop down menu. By selecting
Yes, the trainer/venue details will be displayed in the relevant classes/sessions joining
instructions.

17. In the Book For Entire Period field, select Yes or No from the drop down menu. By
selecting Yes, the trainer/venue details will be booked for the entire duration of your
class/session.

18. Click the Apply button at the top-right or bottom-right-hand corner of the page.

The Resource Bookings page will display and a confirmation message will appear at the top

of the page confirming that the resource has been allocated. The resource will also be listed
in the table.
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/& ICI5 Core HR Training 25 June 2013: Resource Bo.., @ = > @ v Pagew Safety> Tookw @v

Imperial College

London Learning Management

n Navigator v B® Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance

Catalog > Classes >

Class
Enrollments D Confirmation
ce kings uccessfully applied Resource Bookings Gayle, Mr Richard..
Learner Access ICIS Core HR Training 25 June 2013: Resource Bookings
Evaluation Manage resource bookings for this class.
Indicates primary venue
Select ce: | pd ked ces I Cancel Bookings | | | Resource Check List | Add  Trainer v | Go

Select All | Select None

Display Book
Time Booking Object Object To Entire Check
End Date Zone Status |[Name Type Learner Period Conflict Update

Resource Resource
Select Details Name Type Quantity Start Date

# Show Gayle, Mr Trainer 1 25-Jun-2013 25-Jun-2013 London Confirmed ICIS Class
Richard. Core HR
]} Training ol Vs
25 June
2013

Return to Catologue

Catalog Resources Leamer Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Cracle. All rights reserved.

Note: A Class/Session could end up with a number of various resource bookings. For
example, multiple resources could be allocated to one date or a number of classes/sessions
can have multiple resources allocated to all dates. Another scenario is that multiple
classes/sessions could have one resource allocated throughout the whole Course. This can
be organised by simply repeating the steps above and typing in the dates the resource is
required into the Start Date and End Date fields. Eventually, the Resource Bookings form
for a Class could end up looking similar to this:

Catalog > Classes =

Class
Eniolliments [ Confirmation
Resource Bookings Successfully applied Resource Bookings ICT Training Room 204.2nd floor, Central Library.South Kensington campus....
Learner Access ICIS Core HR Training 1st and 2nd July 2013: Resource Bookings
Evaluation Manage resource bookings for this class.
Indicates primary venue
* Select Resource: ‘ Update Booked Resources | Cancel Bookings | | | Resource Check List ‘ Add Venue -~ | Go
Selact All | Salect None
Display Book
Resource Start Time Booking |Object Object To Entire  Check
Select Details Resource Name Type Quantity Date End Date Zone Status |Name Type Learner Period Conflict Update
[ Show ICT Training Room  venue 1 01-Jul-2013 02-Jul-2013 Londen Confirmed ICIS Core Class  Yes Yes
204.2nd floar, HR Training
Central 1st and 2nd am
O Library.South July 2013 A 4
Kensington
campus...@
[# Show Chalmers, Ms Trainar 1 01-Jul-2013 02-Jul-2013 London Confirmed ICIS Coré  Class  ves Yas
Philippa. HR Training am "
o 1st and 2nd vt &
July 2013

Tip: Once a resource has been allocated, it is possible to update or remove the details from
the Resource Booking form by clicking onto the Update and Cancel Bookings icons.

OLM Guidance Notes

Last Updated: October 2013 Page 58 of 111



IMPERIAL COLLEGE LONDON ICIS HRMS

OLM GUIDANCE NOTES

19. If you need to add more than one trainer for a class you can do so but it is
recommended not to add more than three. If the class involves more than three then
simply add the main trainer and list the others in the Description Field of the Offering
form.

Managing Enrolments

Adding new enrolments:

Electronic notifications are generated automatically to confirm bookings and send out joining
instructions to delegates.

Once a delegate has been enrolled they will receive:
1. a booking confirmation the following day

2. ajoining instruction notification X days before the class start date (depending on what
number of days was set at course level).

When sending notifications, ICIS uses the following logic:

Where the employee has an IC email account, the notification will be sent to the employees
IC email address.

If when the employee was enrolled, a Contact was added (e.g. their line manager), a copy
notification will be sent to this Contact.

If for some reason the employee does not have an email address set up, please enter their
Contact’s details and the notification will be sent to them.

Enrolling an Internal Delegate (Via Catalogue):

Before enrolling an Internal Delegate:

Before you enrol anyone you will need to check their booking form to see if they are an
internal delegate (Imperial College staff member), external delegate (someone from outside
Imperial College) or a student.

1. Either search for the class you wish to enrol someone onto via the search option at
the top of the screen or by using the Focus buttons in the main catalog.
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Imperial College
London

Learning Management

1 Navigator v ites Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance

Search Course vl Go | Advanced Search

Catalogue
Use this page to manage the course catalogue.

Select Catalogue Object: | Move | | Copy | | Delete |create  category +) ol
i+
Select Focus Name Details Start Date End Date Offerings Classes
® = Imperial College 01-Jan-2000
& | B4 archive 01-Jan-2000 22-Aug-2012
® | & 53 career Management 01-Jan-2000
P B 3 commercial Services Training 01-Jan-2000
H% Educational Development 01-Jan-2000
B 01-Jan-2000
=] Imperial Essentials 01-Jan-2000
=g Leadership & Management =] 01-Jan-2000
I '3 Research =] 01-Jan-2000
H 5 safety 01-Jan-2000
B3 skills & Development = 01-Jan-2000

4

Select Catalogue Object: | I‘;'Iwe—| | copy jwﬁéla—kreate Category

2. To view the list of courses within the category click on the expansion icon th to reveal
the courses.

Imperlal CO“EQE Learning Management

London
n Navigator v B Favorites v Home Logout Preferences Help
Catalog | Resources | Learner | Content
Search  Course - l Go | Advanced Search
Catalogue
Use this page to manage the course catalogue.
Select Catalogue Object: | Move | | Copy | | Delete |create  category =y
i+
Select Focus Hame Details Start Date End Date Offerings Classes
(5] SRE] Imperial College =l 01-Jan-2000
£+3 53 Archive 01-Jan-2000 22-Aug-2012
& | & B3 career Management = 01-Jan-2000
m | & B¢ commerdial Services Training E] 01-Jan-2000
(3] 4 5 ' Educational Development 01-Jan-2000
B | m 01-Jan-2000
® | ¢ B3 1mperial Essentials 01-Jan-2000
5] @ B Leadership & Management = 01-Jan-2000
(& & [ '3 Research =l 01-Jan-2000
& | B safery 01-Jan-2000
® | & 52 sills & Development =] 01-Jan-2000
Select Catalogue Object: | Move | | copy || Delete |create categary =T

3. Focus on the course to reveal the Offerings and Classes within it. Click on Classes.
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L expense Payment Policy Procedure Es 01-May-2010 Offerings \\
B W 1c1s core HR Training 01-Jan-2013 Offerings
HJ; ICIS Core HR Training 01-Jan-2013 Classes

4. Alist of each of the classes appears. ldentify the particular class you are interested
in and click on the title.

Imperial College

Learning Management
London g

N Navigator v B Favorites v Home Logout Preference

Catalog | Resources | Learner | Content | Finance | Setup

Catalog »
Classes

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date  01-Jan-2013 Delivery Mode Classroom based

Offering End Date
[H Show Search Options

Create Class

Class ~ Class Status |Start Date [End Date Sessions | Available Seats
ICIS Core HR Training 1st and 2nd July 2013 Current 01-Jul-2013  02-Ju-2013 |0 Sessions 6
ICIS Core HR Training 25 June 2013 Current 25-Jun-2013  25-Jun-2013 |0 Sessions 6

Return to Catalogue

Catalog Resources Leamner Content Finance Setup Home Logout Preferences Help

cy Statement Copyright (c) 2008, Cracle. All rights reserved.

5. Select Enroliments from the top left hand side of the screen.

Imperial College

Learning Management
London k-

N Navigatorv ¥ Favorites v Home Logout Preferences Help

Catalog | Resources Content | Finance | Setup
| Catalog > Classes >

ICIS Core HR Training 25 June 2013: Class

Enroliments

Generate Hyperlinkl | update ‘ Manage Class Chats

Resource Bookings
Learner Access General

Evaluation e
Class Title ICIS Core HR Training 25 June
| 2013
i Offering Title ICIS Core HR Training
Status Current

Start Date 25-Jun-2013 End Date 25-Jun-2013
Start Time 09:00 End Time 17:00
Duration 1 Day(s)

Enroliment Start Date  01-Jun-2013 Minimum Attendees 1
Enroliment End Date  25-Jun-2013 Maximum Attendees 6

Restricted Maximum Internal Attendees 6
O Learning Path only

Override Humber of Days for Course Notification 07
1C Conference Office Booking Reference 1625234756
Refresher/Requalification Required? No
Training Provider Human Resources Division
HUMAN_RESOURCES. DIVISION
Location South Kensington Campus
SK

Override Approval Setting Mo

6. The Enrollment form is displayed. Select the Add Single Enrolment button.
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Imperial College
London

Learning Management

™ Mavigator ¥ - Fay Home Logout Preference:

Catalog | Resources | Learner | Content | Finance | Setup

> S
| Fse | Catalog Classes

| ICIS Core HR Training 25 June 2013: Enrollments
I Enroliments Course Name ICIS Core HR Training Time Zone London
Resource Bookings Course Code s Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time  09:00
LG Ates Delivery Mode Classroom based Class End Date 25-Jun-2013
Evaluation Class Name ICIS Core HR Training 25 June Class End Time 17:00
2013
L ) [ Show Class Details
Search
Learner Type All - Enrollment Status -
Enrollment Number Enrollment Justification | N Q
Enrollment Status Type - Enroliment Priority -

[ cior |

| Add Single Ei liments
P L q vy Evaluation C -
Select Learner ContactType Organization Customer Places Number Status Enrollment Status Date Update Attachments
No
results
found.

Return to Catalogue

Catalog Resources Learner Content Finance Setup Home Logout Prefere

Privacy Statement Oracle. Al rights r

7. Click into the Enrollment Status field and select booked.

Imperial College

Learning Management
London g

m Navigator ¥ [ Favorites w Home Logout Preferen

Catalog | Resources Finance | Setup

Catalog > Classes > ICIS Core HR Training 25 June 2013: Enrollments >
ICIS Core HR Training 25 June 2013: Add Single Enroliment

To enroll an employee, contingent worker, or applicant, select the Internal learner type and an organization. To enroll a customer, select the External learner type T e
. ' 3 . A
and a customer. To reserve place for multiple un-named learners, enter a value greater than 1 in Places. M

Course Name ICIS Core HR Training Time Zone London
Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time  09:00
Delivery Mode Classroom based Class End Date  25-Jun-2013
Class Name ICIS Core HR Training 25 June 2013 Class End Time 17:00
[# Show Class Details
General
Enrollment Number 6596150 Internal Booking No
Date Placed 31-Oct-2013 etheabont| Q
o T 8
Enroliment Status Priority o
Change Reason e Cancel In Progress No
= Mandatory Enrollment No
Slats Absent (Mo Charge) A Y )
= Places [7] Authorized By

Learner Type Ll Organization _. Q

Additional Information|Part Attendanca
. ~|Pending approval
Waiting List but Booked

Competency Based s NHS Job Title -
Teaching Observation Marker T | B Q NHS Trust hd
Teaching Observation Marker 2 | o & Hospital/Organization | )
* Acknowledgement Booked Sent N i Q Division hg
e - Department / Specialty I
* Joining Instructions Sent [N o }|
No

8. Click into the Last Name field in the Learner Details section and type in the
delegate’s last name. Then click on the magnifying glass icon.
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Learner Details Contact Details
Last Name Tubbritf G Last Name -,
First Name First Name
Title Title
Assignment Number Assignment Number

A search window will display all the records that match your search. Note: If only one match
is found this is automatically populated. Click on the Select button next to the delegate’s
name, then click Select at the top of the screen, or use the Quick Select button.

Alternatively, you can pick from the list of names that are automatically displayed when you
start to enter the surname.

Search and Select: Last Name

Cancel < Select >

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search

Search By Last Mame w |Tubbritt Go
Results
Quick Last Kana
Select Select Full Name MName Email Address Last CID Organization Job Position cID
Tubbritt,  Tubbritt n.tubbritt@imperial.ac.uk Tubbritt 344846 PEPSI-Palicy, Job Deputy HR Systems  Employee
Jss Systems & Migration.1 Manager.290390.No
tasha Information
Mary

Cancel Select

Note: Sometimes there may be two entries for one delegate. This is because the system has
stored the applicant’s details as well as the employer’s details. If both are listed, please use
the employer record. If only the applicant record shows, use this one.

The form will be populated with the full name and individual’s assignment number.

Learner Details Contact Details

Last Mame  [Tubbritt Q Last Marme Q
First Name Natasha First Marne
Title Miss Title
Assigniment Nurmber 344846 Assignment Mumber

9. Ifrequired, click into the Last Name field in the Contact Details section and type in
the contacts last followed by%. Then click on the magnifying glass icon.

A search window will display all the records that match your search. Note: If only one match
is found this is automatically populated. Click on the Select button next to the delegate’s
name, then click Select at the top of the screen, or use the Quick Select button.

Alternatively, you can pick from the list of names that are automatically displayed when you
start to enter the surname.
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Learner Details Contact Details
Last Marne ISrmth ,,13{ Last Marme  [lones ,,13{
First Mame Geoff First Mame Catherine
Title Dr Title Dr
Agsignment Number 500834 Agsignrment Number 501617

10. To save the enrolment click on the Apply button, located at the top and bottom of the
page. A message confirming the enrolment is displayed.

Enroliments & Confirmation
Resource Booking Successfully applied Enrolment 6596151,
Learner Access Core HR Training 25 June 2013, ments
Evaluation e Name  ICIS Core HR Training Time Zone London
Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time 09:00
Delivery Mode Classroom based Class End Date  25-Jun-2013
Class Name ICIS Core HR Training 25 June Class End Time  17:00
2013
[H Show Class Details
Search
Learner Type Al - Enrollment Status -
Enrollment Number Enrollment Justification Q
Enrollment Status Type - Enrollment Priority -
Select Enroliment: = Unenroll Delete Update Enroliments ‘ | | Add Single Enrollment | Add Enrollments
Select All | Select None
Person Enroliment Enrollment Mandatory Evaluation Completion
Select Learner Contact|Type ‘Organization O Places ber Status Enroll Status Date Update Attachments
Tubbritt, Employee PEPSI-Policy, 1 6596151 Booked No
Miss Systems &
= ¥
Natasha Information s
Mary
Return to Catalogue

Enrolling an Internal Delegate (Via Learner Tab):

1. Click onto the Learner tab.
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Imperial College

Learning Management

London
™ Navigator > B Favarites v Home Logout Preferel
CJntent | Finance | Setup
Search Course - | @ Advanced Search
Catalogue
Use this page to manage the course catalogue.
Select Catalogue Object: [ Move | | copy | [ Delete |create  category - [ 60|
Select Focus Name Details Start Date End Date Offerings Classes
3 B4 Imperial College =] 01-]an-2000
® | ¢ | ERarchve E 01-Jan-2000 22-Aug-2012
& '3 career Management 01-Jan-2000
(SR 5 5 commercial Services Training =] 01-Jan-2000
@ =S = 3 Educational Development = 01-Jan-2000
e | o | BBy = 01-Jan-2000
® & =1 Imperial Essentials = 01-Jan-2000
) & B5 Leadership & Management 01-Jan-2000
& & (3 Research = 01-Jan-2000
@ | & | BEsarey E 01-Jan-2000
e | @ 2 52 skills & Development E 01-Jan-2000
Select Catalogue Object: | Move | | Copy || Delete |create category - [0 |

2. Click on the Add Enrolments button at the bottom of the page.

Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Preferences Help

Cataleg | Resources Content | Finance | Setup
Er and ipti | Learnlngﬂh:mry

¥

Enrolments and Subscriptions
Select a catalogue object type before entering additional search criteria. The search results display enrolments for classes, or subscriptions for learning paths or certifications.

_ Search

Catalogue Object Type Class - Enrolment Status Type -
Class Name | & Enrolment Status -
Learner Type Al - Enrolment Priority -

Enrolment Number
[ | ceer
Ty
Add Enrolments |}

Person Class Enrolment Enrolm Y Evaluation Completion
Select Learner Contact Type Organization Customer Name Places Number Status Enrolment Status Date Update Attachments
No search
conducted.

3. To search for the course you are interested in click into the Course field and type in
part of the course name followed by %. Click Go.
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Search
Catalogue Object Class -
Class Name |
Keywords |
offering 2
Course Q
[® Show Advanced Search Criteria
Go Clear
Class End Date Bulk Enrol  Single Enrol

Class Course Delivery Mode Class Status Enrolment Start Date Class Start Date

No results found.

Cancel

4. Select the course by clicking on the Select button next to the course name, then click
on the Select or simply use the Quick Select button.

Search and Select: Course

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Course » |ICIS% Go
Results
Category Start Date End Date Description Budget Currency

Select Quick Select Course

S ICIS Core HR Training Imperial Systems 01-Jan-2013 GBP

Cancel | Select |

5. When returned to the main screen, you'll see the name of your course in teh Course
filed. Click on Go.

6. A choice of classes will appear at the bottom of the screen. Click on Single Enrol
against the relevant class.

Search
Catalogue Object  Class -
Class Name ]
Keywords ]
Offering LE
L S

Course |ICIS Core HR Training

[+ Show Advanced Search Criteria

Go Clear
Class |Course |Defivery Mode |Class Status |Enrolment Start Date Class Start Date Class End Date Bulk Engff
ICIS Core HR Training 25 June 2013  ICIS Core HR Training Classroom based Current 01-Jun-2013 25-Jun-2013 25-Jun-2013 i

Cancel

7. Click into the Enrollment Status field and select booked.
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Imperial College
London

Learning Management

1 Navigator v B Favorites w Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup
Catalog > Classes > ICIS Core HR Training 25 June 2013: Enrollments >
ICIS Core HR Training 25 June 2013: Add Single Enroliment

To enroll an employee, contingent worker, or applicant, select the Internal learner type and an organization. To enroll a customer, select the External learner type I
i 4 r 4 Cancel A
and a customer. To reserve place for multiple un-named learners, enter a value greater than 1 in Places. M

Course Name ICIS Core HR Training Time Zone London

Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time  09:00
Delivery Mode Classroom based Class End Date  25-Jun-2013
Class Name ICIS Core HR Training 25 June 2013 Class End Time 17:00
[# Show Class Details
General
Enrollment Number 6596150 Internal Booking Ne
Date Placed 31-Oct-2013 Justification Q
- -
Enroliment Status Priority o

Change Reason Cancel In Progress No

Mandatory Enrollment No
[7] Authorized By

Learner Type ':" 2 Organization Q

Absent -
R

R Absent (Mo Charge)

* Places

Additional Information|Part Attendanca
Pending approval
Waiting List but Booked

Competency Based s NHS Job Title -
Teaching Observation Marker 1 Q NHS Trust hd
Teaching Observation Marker 2 Q Hospital/Organization |
* Acknowledgement Booked Sent [ Q Division T
E Department / Specialty l
* Joining Instructions Sent [N Q@

No

8. Click into the Last Name field in the Learner Details section and type in the
delegate’s last name. Then click on the magnifying glass icon.

Learner Details Contact Details
Last Name _Tub_b_rm_i | Q, Last Name | | Q
First Name First Name
Title Title
Assignment Number Assignment Number

A search window will display all the records that match your search. Note: If only one match
is found this is automatically populated. Click on the Select button next to the delegate’s
name, then click Select at the top of the screen, or use the Quick Select button.

Alternatively, you can pick from the list of names that are automatically displayed when you
start to enter the surname.
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Search and Select: Last Name

Cancel < Select >

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search

Search By Last Mame ~ |[Tubbritt Go
Results
Quick Last Kana
Select Select Full Name MName Email Address Last CID Organization Job Position cID
Tubbritt,  Tubbritt n.tubbritt@imperial.ac.uk Tubbritt 344846 PEPSI-Palicy, Job Deputy HR Systems  Employee
ss Systems & Migration.1 Manager.290330.No
tasha Information
Mary

Cancel Select

Note: Sometimes there may be two entries for one delegate. This is because the system has
stored the applicant’s details as well as the employer’s details. If both are listed, please use
the employer record. If only the applicant record shows, use this one.

The form will be populated with the full name and individual’s assignment number.

Learner Details Contact Details

Last Mame  [Tubbritt Q Last Marme Q
First Name Natasha First Marne
Title Miss Title
Assigniment Nurmber 344846 Assignment Mumber

9. Ifrequired, click into the Last Name field in the Contact Details section and type in
the contacts last followed by%. Then click on the magnifying glass icon.

A search window will display all the records that match your search. Note: If only one match
is found this is automatically populated. Click on the Select button next to the delegate’s
name, then click Select at the top of the screen, or use the Quick Select button.
Alternatively, you can pick from the list of names that are automatically displayed when you
start to enter the surname.

Learner Details Contact Details

Last Mame ISrmth J Last Mame !Jones ,@
First Mame Geoff First Mame Catherine
Title Dr Title Dr
Agsignment Number 500834 Agsignrment Number 501617

10. To save the enrolment click on the Apply button, located at the top and bottom of the
page. A message confirming the enrolment is displayed.
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Enroliments E% Confirmation
Resource Booking Successfully applied Enrolment 6596151.
Learner Access |5 Core HR Training 25 June 2013: Eg ents
g — P
Evaluation see®icme ICIS Core HR Training Time Zone London
Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time 09:00
Delivery Mode  Classroom based Class End Date  25-Jun-2013
Class Name ICIS Core HR Training 25 June Class End Time 17:00
2013
Show Class Details
Search
Learner Type All - Enrollment Status -
Enrollment Number Enroliment Justification Q
Enrollment Status Type - Enrollment Priority -
[Go ] [ clear |
Select Enrollment: | Unenroll | Delete | Update Enroliments ‘ | | Add Single Enroliment | Add Enrollments |
Select All | Select None
Person Enrolin [Enrollm | d y Evaluation [Completion
Select Learner ContactType 'Organization Customer Places| NumberStatus ‘Enmlnent Status Date Update Attachments
Tubbritt, Employee PEPSI-Policy, 1 6596151 Booked No
Miss Systems &
= ¥:
Natasha Information s
Mary
Return to Catalogue

Enrol an External Delegate (Via Catalogue):

Before following the steps below, please ensure that the person you wish to enroll is an
external i.e. no staff or a undergraduate/[postgraduate student (not set up in Core HR as a
Bursary).

1. Either search for the class you wish to enrol someone onto via the search option at
the top of the screen or by using the Focus buttons in the main catalog.

Imperial College

Learning Management

London
M Navigator v B Favorites v Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup
Search Course - l Go | Advanced Search
Catalogue
Use this page to manage the course catalogue.
Select Catalogue Object: | Move | | Copy | | Delete |create  category - [ 6o
&
Select Focus Hame Details Start Date End Date Offerings Classes
B SRE] Imperial College =l 01-Jan-2000
® | & 5 archive =] 01-Jan-2000 22-Aug-2012
® | @ B3 career Management = 01-Jan-2000
® | & B '3 commerdial Services Training =] 01-Jan-2000
< B Educational Development =] 01-Jan-2000
HEr =] 01-Jan-2000
® [+3 = "E Imperial Essentials = 01-Jan-2000
@ @ B Leadership & Management =] 01-Jan-2000
@ = "El Research =] 01-Jan-2000
® | & | T sy = 01-Jan-2000
] £+ 3 = '-E Skills & Development E 01-Jan-2000
select Catalogue Object: | Move ] [ copy | Delete |Create Category - | Go
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2. To view the list of courses within the category click on the expansion icon th to reveal
the courses.

Impetrial College

Learning Management

London
N Navigator v B Favorites v Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup
Search Course - l Go | Advanced Search
Catalogue
Use this page to manage the course catalogue.
Select Catalogue Object: i Move I i_Enpy j--ﬁ_eieleTCreate .Category < [6a
e
Select Focus Name Details Start Date End Date Offerings Classes
® 5 1mperial College E] 01-Jan-2000
@ @ B3 Archive = 01-Jan-2000 22-Aug-2012
(SRS 58 career Management =] 01-Jan-2000
» s = "E Commercial Services Training = 01-Jan-2000
e £ 3 Educational Development 01-Jan-2000
B | 9 m E 01-Jan-2000
[43 Hig Imperial Essentials 01-Jan-2000
P Ees =) Leadership & Management =] 01-Jan-2000
(G e 3 Research =] 01-Jan-2000
& | H% safery E 01-Jan-2000
5 @ 3% skils & Development = 01-Jan-2000
Select Catalogue Object: | Move | | Copy || Delete |create category +1 ksl

3. Focus on the course to reveal the Offerings and Classes within it. Click on Classes.

& W Expense Payment Policy Procedure Es 01-May-2010 Offerings \\
& 15 W 1cIS Core HR Training Ex 01-Jan-2013 Offerings
g ICIS Core HR Training 01-Jan-2013 Classes

4. Alist of each of the classes appears. ldentify the particular class you are interested
in and click on the title.

Imperial College
London

Learning Management

' Navigator ¥ avorites Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog =
Classes

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date 01-Jan-2013 Delivery Mode Classroom based

Offering End Date
[ Show Search Options

Create Class

Class ~ Class Status |Start Date \Em‘l Date Sessions |Available Seats  Notify Bulk Enroll Single Enroll Copy Delete
LCIc Core iR Training dstand 2nd July 2013 Current 01-Jul-2013  02-Jul-2013 |0 Sessions 6 @ ] [}
II ICIS Core HR Training 25 June 2013 Current 25-Jun-2013  25-Jun-2013 0 Sessions 6 @} LD m

Return to Catalogue

Catalog Resources Leamner Content Finance Setup Home Logout Preferences Help

Privacy Statement Copyright (<) 2008, Oracle. All rights reserved
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5. Select Enrollments from the top left hand side of the screen.

Imperial College
London

Learning Management

N Navigator v B Favorites v Home Logout Preferences Help

Catalog | Resources Content | Finance | Setup

| | Catalog > Classes >
R ICIS Core HR Training 25 June 2013: Class

Enrollments

Generate Hyperlinkl | update ‘ Manage  Class Chats

Resource Bookings
Learner Access General

Evaluation =
Class Title ICIS Core HR Training 25 June

| 2013
i Offering Title ICIS Core HR Training
Status Current

Start Date 25-Jun-2013 End Date 25-Jun-2013
Start Time 09:00 End Time 17:00
Duration 1 Day(s)

Enroliment Start Date  01-Jun-2013 Minimum Attendees 1
Enroliment End Date  25-Jun-2013 Maximum Attendees 6

Restricted Maximum Internal Attendees 6
O Learning Path only

Override Number of Days for Course Notification 07
IC Conference Office Booking Reference 1625234756
Refresher/Requalification Required? No
Training Provider Human Resources Division
HUMAN_RESOURCES. DIVISION
Location South Kensington Campus
SK

Override Approval Setting Mo

6. The Enrollment form is displayed. Select the Add Single Enrolment button.

Imperial College
London

Learning Management

™ Mavigator ¥ B Favorites v Home Logout Preferences

Catalog | Resources | Learner | Content | Finance | Setup

| = >
| cinss | Catalog Classes

| ICIS Core HR Training 25 June 2013: Enroll
Enrollments P
i Course Name ICIS Core HR Training Time Zone London
| Resource Bookings Course Code e Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time  09:00
Learner Access Delivery Mode Classroom based Class End Date 25-Jun-2013
Evaluation Class Name ICIS Core HR Training 25 June Class End Time 17:00
2013
| ) B Show Class Details
Search
Learner Type All - Enrollment Status -
Enrollment Number Enroliment Justification | | K
Enrollment Status Type - Enroliment Priority -

[ Lctor |

l1m1ds'mg|e: I Add Enrollments
rson Enrolim Enroliny Evaluation Ci i

E 14
Select Learner ContactType Organization Customer Places Number Status Enroliment Status Date Update Attachments
No
results
found.

Return to Catalogue

Catalog Resour Learner Content Finance Setup Home Logout Preferenc

Statement Gopyright

7. Click into the Enroliment Status field and select booked.
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Imperial College
London

Catalog | Resources | Learner

Catalog > Classes >

Learning Management

T Navigator v [ Favorites w

Finance | Setup

ICIS Core HR Training 25 June 2013: Enrollments >

ICIS Core HR Training 25 June 2013: Add Single Enroliment

Home Logout Preferences Help

To enroll an employee, contingent worker, or applicant, select the Internal learner type and an organization. To enroll a customer, select the External learner type

and a customer. To reserve place for multiple un-named learners, enter a value greater than 1 in Places.

Course Name
Course Code
offering Name

Time Zone
Class Start Date
Class Start Time

ICIS Core HR Training

ICIS Core HR Training

Delivery Mode Classroom based Class End Date
Class Name ICIS Core HR Training 25 June 2013 Class End Time
[# Show Class Details
General
Enrollment Number 6596150 Internal Booking No
Date Placed 31-Oct-2013 Justification
- -
Enroliment Status Priority
Change Reason e Cancel In Progress No
+ C Mandatory Enroll t No
Class Absent (Mo Charge) A andatory Enrofimen )
= Places [T] Authorized By

Booked

Learner Type

Organization

Part Attendance
Pending approval
Waiting List but Booked
Waitlisted

Additional Information

Competency Based

Teaching Observi
Teaching Observation Marker 2

* Acknowledgement Booked Sent

* Joining Instructions Sent

8. Select External

General

Enrollment Number
Date Placed
* Enrollment Status

6597150
01-Nov-2013
Booked
Change Reason

* Class |ICIS Core HR Training
* Pla

Learner Type External -

Additional Information

Competency Based Course Grades
Teaching Observation Marker 1
Teaching Observation Marker 2

* Acknowledgement Booked Sent n
Mo

* Joining Instructions Sent M

fo

tion Marker 1

oo

London
25-Jun-2013
09:00
25-Jun-2013
17:00

NHS Job Title
Q NHS Trust
Q Hospital/Organization |
Q Division
Department / Specialty l
Q

in the Learner Type field.

Internal Booking
Justification

Priority

Cancel In Progress
Mandatory Enroliment

HNo

Ho

25 to

[Tl Authorized By
|OLM Default External Del|

Customer

NHS Job Title
NHS Trust

Q

Hospital/Organization |
Division

o

Department / Specialty |

9. Now go to the Learner Details section to search for your external delegate or enter
the details of the external delegate if they do not already exist.

10. To search for your external delegate, enter the delegate’s last name into the Last
Name field and search. A record may have already been created for them.

Alternatively, you can pick from the list of names that are automatically displayed when
you start to enter the surname.
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Search and Select: Last Name

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Last Name - |Lew|s ﬂ
Results
<) Previous 1-10 v Mext10 (=
Quick Last Kana Mail
Select Select  Full Name CID Name Email Address Last Role Stop  Address
F =1 Lewis Alex Lewis
4 Lewis Amy MS. 00405235 Lewis amy.lewisi4@imperial.ac.uk
* Lewis Andrew Peter MR. 00873777 Lewis andrew.lewisl3@imperial.ac.uk
=1 Lewis Benjamin MR. 00577537 Lewis benjamin.lewis08@imperial.ac.uk
3 Lewis Cara DR. 00812296 Lewis
) Lewis Celine MISS 00706492 Lewis
=1 Lewis Christopher MR. 00575043 |Lewis christopher.lewis08@imperial.ac.uk
3 Lewis Emma MISS Lewis
* Lewis Emma MISS 00348200 Lewis e.lewis06@imperial.ac.uk
x k:;giss Emma Ruth Thompson 00663245 Lewis emmalewisl7@googlemail.com

<) Previous 1-10 v Next10 (=
Cancel Select

Please note: The external delegate records will not have stored any email addresses. The
email address will always need to be re-entered when enrolling.

11. If the external delegate does not appear you will have to create your own record. Fill
in the name of the external delegate as below:

Learner Details Contact Details
Last Name  |Lewis Q Last Name Q
First Mame [Tiffary First Marme
Title  Mrs. - Title -

12. Enter Learner in the Correspondent field. Type the delegate’s email address into the
email field.

Learner Details Contact Details
Last Name |Lewis 2 Last Name Q
First Name |Tiffany First Name
Title  Mrs. - Title >

Correspondence Attendance

Correspondent  Learner -
* Address Type | Internal
Address Q

EMail |t.|ew\s@gma|l.com\
Telephone

Fax

Cancel Apply
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Please note: It is crucial that you enter a contact email address; otherwise the delegate will
not receive any notifications. It is also important to note that once you have entered this
email address, it will not appear again, when you update their enrolment. However,
notifications will still fire even when the email address is not visible.

You cannot add a contact with an external enrolment.

If relevant for your team, enter details into the Additional Information fields in the middle of
the form.

Additional Information

Competency Based Course Grades - NHS Job Title -
Teaching Observation Marker 1 Q NHS Trust -
Teaching Observation Marker 2 Q, Hospital/Organization |
* Acknowledgement Booked Sent |N Q Division -
N Department / Specialty | H

* Joining Instructions Sent [N Q
No

14. Click on Apply when you have finished.

15. You may get a warning message as follows. Select ‘Yes’. You will then see your external
delegate in the list of enrolments.

Imperial College
London

Learning Management

N Navigator ¥ B Favorites v Home Logout Preferences

Catalog | Resources | Learner | Content | Finance | Setup

/% Warning

One or more customer contacts match the name you have entered for learner or
contact. Click Yes to create a new contact; to select a contact from the fist of existing
contacts, click No then click the torch icon.
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Enrol an External Delegate (Via Learner Tab):

Before following the steps below, please ensure that the person you wish to enroll is an
external i.e. no staff or a undergraduate/[postgraduate student (not set up in Core HR as a
Bursary).

1. Click onto the Learner tab.

Imperial College

Learning Management

London
N Navigator v B Favarites v Home Logout Preferences Help
Learner | Cq
Search Course ~ ﬂ Advanced Search
Catalogue
Use this page to manage the course catalogue.
Select Catalogue Object: [ Move I Copy | | Delete |Create Category o E
&
Select Focus Name Details Start Date End Date offerings Classes
9] B Imperial College El 01-Jan-2000
£ 53 Archive =] 01-Jan-2000 22-Aug-2012
@ & 55 career Management = 01-Jan-2000
& ¥ '& commerdial Services Training = 01-Jan-2000
& 1 53 Educational Development = 01-Jan-2000
& | BRrr 01-Jan-2000
& 3 ' mperial Essentials =] 01-Jan-2000
& B4 Leadership & Management 01-Jan-2000
4 14 53 Research =] 01-1an-2000
& | B safety = 01-Jan-2000
5 | & | @52 skills & Develapment = 01-Jan-2000
Select Catalogue Object: [ Move | | Copy | | Delete ‘Create Category i i‘

2. Click on the Add Enrolments button at the bottom of the page.

Imperial College
London

Learning Management

i Navigator> B Favorites v Home Logout Preferences Help
Catalog | Resources | Learner | Content | Finance | Setup
Ei and ipti | Learning History

Enrolments and Subscriptions
Select a catalogue object type before entering additional search criteria. The search results display enrolments for classes, or subscriptions for learning paths or certifications.

~ Search

Catalogue Object Type Class - Enrolment Status Type -
Class Name Q, Enrolment Status -
Learner Type Al - Enrolment Priority -

Enrolment Number
(] [cear
N
Add Enrolments |}

Person Class Enrolment Enrolm: Y Evaluation Completion
Select Learner Contact Type Organization Customer Name Places Number Status Enrolment Status Date Update Attachments
No search
conducted.

3. To search for the course you are interested in click into the Course field and type in
part of the course name followed by %. Click Go.
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Search
Catalogue Object Class -
Class Name |
Keywords |
offering 2
Course Q
[® Show Advanced Search Criteria
Go Clear
Class End Date Bulk Enrol  Single Enrol

Class Course Delivery Mode Class Status Enrolment Start Date Class Start Date

No results found.

Cancel

4. Select the course by clicking on the Select button next to the course name, then click
on the Select or simply use the Quick Select button.

Search and Select: Course

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Course » |ICIS% Go
Results
Category Start Date End Date Description Budget Currency

Select Quick Select Course

S ICIS Core HR Training Imperial Systems 01-Jan-2013 GBP

Cancel | Select |

5. When returned to the main screen, you'll see the name of your course in teh Course
filed. Click on Go.

6. A choice of classes will appear at the bottom of the screen. Click on Single Enrol
against the relevant class.

Search
Catalogue Object  Class -
Class Name ]
Keywords ]
Offering LE
L S

Course |ICIS Core HR Training

[+ Show Advanced Search Criteria

Go Clear
Class |Course |Defivery Mode |Class Status |Enrolment Start Date Class Start Date Class End Date Bulk Engff
ICIS Core HR Training 25 June 2013  ICIS Core HR Training Classroom based Current 01-Jun-2013 25-Jun-2013 25-Jun-2013 i

Cancel

7. Click into the Enrollment Status field and select booked.
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Imperial College
London

Catalog | Resources | Learner

Catalog > Classes >

Learning Management

T Navigator v [ Favorites w

Finance | Setup

ICIS Core HR Training 25 June 2013: Enrollments >

ICIS Core HR Training 25 June 2013: Add Single Enroliment

Home Logout Preferences Help

To enroll an employee, contingent worker, or applicant, select the Internal learner type and an organization. To enroll a customer, select the External learner type

and a customer. To reserve place for multiple un-named learners, enter a value greater than 1 in Places.

Course Name
Course Code
offering Name

Time Zone
Class Start Date
Class Start Time

ICIS Core HR Training

ICIS Core HR Training

Delivery Mode Classroom based Class End Date
Class Name ICIS Core HR Training 25 June 2013 Class End Time
[# Show Class Details
General
Enrollment Number 6596150 Internal Booking No
Date Placed 31-Oct-2013 Justification
- -
Enroliment Status Priority
Change Reason e Cancel In Progress No
+ C Mandatory Enroll t No
Class Absent (Mo Charge) A andatory Enrofimen )
= Places [T] Authorized By

Booked

Learner Type

Organization

Part Attendance
Pending approval
Waiting List but Booked
Waitlisted

Additional Information

Competency Based

Teaching Observi
Teaching Observation Marker 2

* Acknowledgement Booked Sent

* Joining Instructions Sent

1. Select External

General

Enrollment Number
Date Placed
* Enrollment Status

6597150
01-Nov-2013
Booked
Change Reason

* Class |ICIS Core HR Training
* Pla

Learner Type External -

Additional Information

Competency Based Course Grades
Teaching Observation Marker 1
Teaching Observation Marker 2

* Acknowledgement Booked Sent n
Mo

* Joining Instructions Sent M

fo

tion Marker 1

oo

London
25-Jun-2013
09:00
25-Jun-2013
17:00

NHS Job Title
Q NHS Trust
Q Hospital/Organization |
Q Division
Department / Specialty l
Q

in the Learner Type field.

Internal Booking
Justification

Priority

Cancel In Progress
Mandatory Enroliment

HNo

Ho

25 to

[Tl Authorized By
|OLM Default External Del|

Customer

NHS Job Title
NHS Trust

Q

Hospital/Organization |
Division

o

Department / Specialty |

Now go to the Learner Details section to search for your external delegate or enter

the details of the external delegate if they do not already exist.

To search for your external delegate, enter the delegate’s last name into the Last

Name field and search. A record may have already been created for them.

Alternatively, you can pick from the list of names that are automatically displayed when
you start to enter the surname.
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Search and Select: Last Name

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Last Name - |Lew|s ﬂ
Results
<) Previous 1-10 v Mext10 (=
Quick Last Kana Mail
Select Select  Full Name CID Name Email Address Last Role Stop  Address
F =1 Lewis Alex Lewis
4 Lewis Amy MS. 00405235 Lewis amy.lewisi4@imperial.ac.uk
* Lewis Andrew Peter MR. 00873777 Lewis andrew.lewisl3@imperial.ac.uk
=1 Lewis Benjamin MR. 00577537 Lewis benjamin.lewis08@imperial.ac.uk
3 Lewis Cara DR. 00812296 Lewis
) Lewis Celine MISS 00706492 Lewis
=1 Lewis Christopher MR. 00575043 |Lewis christopher.lewis08@imperial.ac.uk
3 Lewis Emma MISS Lewis
* Lewis Emma MISS 00348200 Lewis e.lewis06@imperial.ac.uk
x k:;giss Emma Ruth Thompson 00663245 Lewis emmalewisl7@googlemail.com

<) Previous 1-10 v Next10 (=
Cancel Select

Please note: The external delegate records will not have stored any email addresses. The
email address will always need to be re-entered when enrolling.

4. If the external delegate does not appear you will have to create your own record. Fill
in the name of the external delegate as below:

Learner Details Contact Details
Last Name  |Lewis Q Last Name Q
First Mame [Tiffary First Marme
Title  Mrs. - Title -

5. Enter Learner in the Correspondent field. Type the delegate’s email address into the
email field.

Learner Details Contact Details
Last Name |Lewis 2 Last Name Q
First Name |Tiffany First Name
Title  Mrs. - Title >

Correspondence Attendance

Correspondent  Learner -
* Address Type | Internal
Address Q

EMail |t.|ew\s@gma|l.com\
Telephone

Fax

Cancel Apply
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Please note: It is crucial that you enter a contact email address; otherwise the delegate will
not receive any notifications. It is also important to note that once you have entered this
email address, it will not appear again, when you update their enrolment. However,
notifications will still fire even when the email address is not visible.

You cannot add a contact with an external enrolment.

If relevant for your team, enter details into the Additional Information fields in the middle of
the form.

Additional Information

Competency Based Course Grades - NHS Job Title -
Teaching Observation Marker 1 Q NHS Trust -
Teaching Observation Marker 2 Q, Hospital/Organization |
* Acknowledgement Booked Sent |N Q Division -
N Department / Specialty | H

* Joining Instructions Sent [N Q
No

14. Click on Apply when you have finished.

15. You may get a warning message as follows. Select ‘Yes’. You will then see your external
delegate in the list of enrolments.

Imperial College
London

Learning Management

N Navigator ¥ B Favorites v Home Logout Preferences

Catalog | Resources | Learner | Content | Finance | Setup

/% Warning

One or more customer contacts match the name you have entered for learner or
contact. Click Yes to create a new contact; to select a contact from the fist of existing
contacts, click No then click the torch icon.
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Managing & Closing Classes:
Rescheduling a Class:
You must bear in mind the following when reschedule a Class:

e Check if the Class has any sessions and update them if necessary.

e Check if the Class has any resource booked against it and update them if necessary.

e Send out a notification to inform delegates of the re scheduled date/changes to venue
etc.

1. Search for the class you wish to reschedule.

Imperial College
London

Learning Management

1 Navigator v B Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Search Course ~ |iRec Advanced Search

Catalogue
Use this page to manage the course catalogue.

g|

Select Catalogue Object: Move | [ copy | | Delete |create Category

Fyr Y

E Imperial College > [T > Imperial Systems =

Select Focus Name Details Start Date End Date Offerings Classes

= i iRecruitment Training Es 01-Aug-2010 Offerings

ll'g iRecruitment Training 2010-2011 = 01-Aug-2010 31-Dec-2011 Classes
Eﬁ iRecruitment Training 2012-2013 =] 01-Jan-2012 31-Dec-2012 Classes
512 iRecruitment Training 2013 - 2014 =] 01-Jan-2013 Classes

2. Select the class you wish to reschedule.
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Imperial College

Learning Management

London
N Navigator v B Favori Home Logout Preferences Help
Catalog | Resources Content | Finance | Setup
Catalog >
Classes
Course Title iRecruitment Training Offering Title iRecruitment Training 2013 - 2014
Offering Start Date 01-Jan-2013 Delivery Mode Classroom based
Offering End Date
B Show Search Options
Create Class 9 Previous 1-10 v MNext 10 3

Class « Class Status \Start Date |End Date Sessions |Available Seats  Notify Bulk Enroll Single Enroll Copy Delete
iRecruitment Training 04 October 2013 Current 04-0ct-2013  |04-Oct-2013 0 Sessions 6 I~ [-‘C:‘ m
iRecruitment Training 05 July 2013 Closed 05-Jul-2013  |05-Jul-2013 0 Sessions 4 % B |

Il liRecruitment Training 06 December 2013 Current 06-Dec-2013  |06-Dec-2013 |0 Sessions |6 w2 o 3 Fu i
iRecruitment Training 06 September 2013 Closed 06-Sep-2013 |06-5ep-2013 0 Sessigns 6 @a [‘ljl m
iRecruitment Training 07 June 2013 Closed 07-Jun-2013  |07-Jun-2013 0 Sessions |5 @@‘ LD'I m

‘ iRecruitment Training 08 February 2013 Closed 08-Feb-2013 |08-Feb-2013 0 Sessions 3 B2 I i
iRecryitmag e [ 1 Closed 08-Mar-2013 |08-Mar-2013 0 Sessions 4 = ITE] imi
iRecruitment Training 08 November 2013 Current 08-Nov-2013 |08-Nov-2013 0 Sessions 6 @E 009 ;‘ LT_-"I m
iRecruitment Training 05 August 2013 Current 09-Aug-2013 |09-Aug-2013 0 Sessions 2 =53 [-'::‘ Eﬂ
iRecruitment Training 09 January 2013 Closed 09-Jan-2013 |09-Jan-2013 |0 Sessions 5 @§ e @
I_C-reate?:l;ss <) Previous 1-‘16 » Next 10 &

3. Click on the Update button at the top of the screen.

Imperial College

LOI'IdOI’I Learning Management

1 Navigator ¥ B Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

I | Catalog > Classes >
Class

iRecrui Training 08 November 2013: Class _—
Enrollments f = ==l
Generate Hyperfinl{| | Update nage  Class Chats ~ | 6o
Resource Bookings M ‘ u
Learner Access General
| Evaluation

Class Title iRecruitment Training 08 November
2013

Offering Title iRecruitment Training 2013 - 2014
Status Current

Start Date  08-Nov- End Date 08-Nov-
2013 2013
Start Time 10:00 End Time 12:00

Duration 2  Hour(s)

You will then be able to update class dates, start and end times etc. Click on Apply at bottom
of screen.

A confirmation note will display, as below:

Gatniog | Resources | Learmer | Content | Fnance | setvr [

I | Catalog > Classes > iRecruitment Training 08 November 2013: Class > Update Class: iRecruitment Training 08 November 2013 >

Class
Enroliments El Confirmation
Resource Bookings Successfully applied Class iRecruitment Training 10 November 2013.
Learner Access iRecrui Training 10 November 2013: Class
| Evaluation

Generate Hyperlink ‘ | update | Manage Class Chats - [
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Sending Notifications to Inform Delegates of Changes:

You will need to check the Number of Days for Course Notifications, to see if delegates
have already received their joining instructions. If they have already received them, notify
them of the changes to the class by normal email. Alternatively, you can adjust the
enrolments of each delegate individually to fire off the notifications again.

If the joining instructions have not been sent, and if the rescheduled date is more than 7 days
away, you can override the Number of Days for Course Notifications at Class level.

1. Check the number of days at Class level. This is displayed in the Override
Number of Days for Course Notifications field:

Imperial College

Learning Management
London g

n Navigator v B Favorites v Home Logout Preferences Help

Resources | Learner | Content | Finance

Catalog » Classes =
Class

iRecrui Training 10 November 2013: Class
Enroliments Generate Hyperlink | | Update ‘ Manage Class Chats v | Go
Resource Bookings
Learner Access General

Evaluation . o Faims
Class Title iRecruitment Training 10 November

2013
Offering Title  iRecruitment Training 2013 - 2014
Status Current

Class Schedule
Start Date  10-Nov- End Date 10-Nov-
2013 2013
Start Time 10:00 End Time 12:00

Duration 2 Hour(s)

Enroliment
Enroliment Start Date  11-Apr-2013 Minimum Attendees 1
Enroliment End Date 10-Nov-2013 Maximum Attendees 6
[ Restricted Maximum Internal Attendees 6
O Learning Path only
Additional Information

Override Number of Days for Course Notificatid e
IC Conference Office Booking Referenca

Refresher/Requalification Required?
Training Provider Human Resources Division
HUMAN_RESOURCES_DIVISION
Location
Override Approval Setting

Note: If there is no value in this field, it means that the Number of Days for Notification will
default to what saved at Course level. If this is the case, you should check what was entered
at Course level by checking the Number of Days for Notification field in the Course form.
Example below:
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Imperial College
London

Learning Management

M Navigator v B2 Favorites v Home Logout Preferences Help

Catalog | Resources | Learner | Content | Finance | Setup

Catalog > Catalogue Search =
Course

iRecrui Training: Course

Learner Competencies Js.e this page to view and manage this course. Click Generate Hyperlink to create a hyperlink to [—Generate Hyperfink Manage Offerings | Update ‘
Categories this course that you can paste into email, external web pages, or announcements.

Other Information General
Learner Access
L E IS Course Title iRecruitment
Evaluation Training
Course Code
Course Start Date 01-Aug-2010
Course End Date

Intended Audience

Sponsor  Imperial College Course Administrator Marfleet, Miss Emma Clare

Number days for Course Notificatid e
Joining Instructions for Trainer’

Approval Required Yes
Approval Group  iRecruitment Training Approval
Group

Adjusting the enrolments to re-fire automatic notifications:

Once you have changed the dates of your class you will need to update your enrolments
individually to ensure that they get a new booking confirmation and joining instructions with
the correct information. However, delegates will still need to be notified of the changes by
normal email and informed that they will receive another set of joining instructions

2. Click on the enrolments list and select the update button to the right of each

enroliment.
Select Enroliment: | Unenroll | Delete | Update Enroliments | | Add Single Enroll | [ Add Enroll ts |
Select All | Select None
| Person ‘E i t Enrolim ‘:“ datory Evaluation Completion
Select Learner |ContactType Organization [Customer|Places  Number Status |[Enrollment Status Date Update Attachments
Bailey, Employee PEPST-Policy, 1 6599150 Booked No
] Miss Systems &
Laura Information
McHugh, Employee PEPSI-Palicy, 1 6589151 Booked Ho
Ms Systems &
0 Y
Josephine Information 7
(Jo)
Robson, Employee PEFSE-Policy, 1 5509152 Booked Ho
1 Mr Robert Systems & F s
(Rob) Information
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3. In the update screen for each enroliment- scroll down to the bottom of the page (the
Additional Information section) and change the acknowledgement booked sent and
joining instructions booked sent fields to NO.

Additional Information

Competency Based Course Gradss - MHS Job Title -
Teaching Observation Marker 1 Q MHS Trust -
Teaching Observation Marker 2 Q, HospitalACrganization |
* Acknowledgernent Booked Sent Y Q Divigian -
i Department / Specialty |
* Joining Instructions Sent N Q
Mo

4. Remember to click apply at bottom of screen.

5. The enrollment has now been adjusted so that notifications will fire off at the
appropriate times for the new dates of the class.

Changing Resources:

You will also need to update the resources for the class.

1. Click on Resource Bookings on the left hand side of the screen.

o T e | coarer T o Trarce T oo

Catalog > Classes >

i ICIS Core HR Training 25 June 2013 Class

nrglizen Generate Hyperlink Update | Manage Class Chats - | 6o
Resource Bookings
Learner Access General
Evaluation

Class Title ICIS Core HR Training 25 June
2013

Offering Title ICIS Core HR Training
Status Current

2. Click on the Update button to the right of the venue details and change the dates to
the same as the new class dates.

Catalog I ResourcesT Learner IContent I FinanceT Setup

Catalog = Classes =

Class
ICIS Core HR Training 25 June 2013: Resource Bookings

Manage resource bookings for this class.
Resource Bookings Indicates primary venue
p ry

Enrcliments

Learner Access Select Resource: ‘ Update Booked Resources | Cancel Bookings | | | Resource Check List |Add Trainer = | Go
Evaluation Select All | Select None
| Display Book
|Resource ‘ Time Booking |[Object  Object To Entire  Check
Select Details Resource Name  [Type Quantity Start Date [End Date Zone Status |[Hame Type Learner Period Conflict Update
(& Show Room 313b.3rd Venue 125-Jun-2013 25-Jun-2013 London Confirmed ICIS Core Class Yes Yes
floor, Sherfield HR
il Building.South Training o4 @
Kensington 25 June
campus...& 2013
[ Show Chalmers, Ms Trainer 125-Jun-2013 25-Jun-2013 London Confirmed ICIS Core Class  Yes Yes
Philippa. HR
[l Training 5 7
25 June
2013
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To delete/cancel a resource:

1. Select the resource you wish to delete and then select the Cancel bookings button
above.

Catalog l Resources I Learner I Content ] Finance I Setup
> =
Chi Catalog Class.e? -
ICIS Core HR Training 25 June 2013: Resource Bookings
Enroliments
| Manage resource bookings for this class.
- Resource Bookings Indicates primary venue
Learner Access Select Resource: E Update Booked Resources | Cancel Bookings ) | Resource Check List | Add Trainer ~ | Go
e
Evaluation Select All | Select None
| Display Book
Resource Time Booking Object Object To Entire  Check
Select Details Resource Name  |[Type Quantity Start Date End Date Zone Status |Hame Type Learner Period Conflict Update
[ Show Room 313b.3rd Venue 1 25-Jun-2013 25-Jun-2013 London Confirmed ICIS Core Class  Yes Yes
floor, Sherfield HR
] Building.South Training L5 7
Kensington 25 June
campus...3 2013
[# Show Chalmers, Ms Trainer 1 25-Jun-2013 25-Jun-2013 London Confirmed ICIS Core class  vYes Yes
Philippa. HR 1
| Training o 7
25 June
2013

2. A warning message will appear asking whether you wish to delete the records. Select
yes and continue the transaction.

Imperial College

LOﬂdOI"I Learning Management

M Navigator B Favorites v Home Logout Preferences

4y Warning
Are you sure you want to delete the selected records?

This action permanently deletes the records. Do you want to continue?

Home Logout Preferences

Privacy Statement Copyright {c) 2008, Dradle. All rights reserved

3. A confirmation message will appear —

Class

E1 .
Enroliments AR
Successfully applied .
. Resource Bookings
I | ICIS Core HR Training 25 June 2013: Resource Bookings
foninacRicenss Manage resource bookings for this class.
Evaluation Indicates primary venue
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Changing Maximum Number of Delegates:
The process for this is the same as the previous OLM version.
1. Select the class you wish to edit.

2. Go to the top of the screen where there is a field ‘Maximum attendees and class status’.

3. Select the go button beside the field.

Cataing | Resovrces | tearmer | conten | e | 5o

cl ICIS Core HR Training 25 June 2013: Class J—

Enrollments Generate Hyperiink | | Update | Manage | 6o

4. Enter the number of maximum attendees you wish to change to. See below

Ctaig | Rezource | Coarnr | Gontrt | France | serer

Catalog: Class >

Change maximum attendees or class status: ICIS Core HR Training 25 June 2013
Select either Change Max Attendees or Change Status. You can submit only one change at a time.

Apply

* Indicates required field
Select an Option  Change Maximum Attendees -

Maximum Attendees 6

Enrolled 3

_-Cancej | Apply.

5. Click Apply.

6. You will get a warning message as follows.

cataog | Resources | Learmer | Content | tmance | setu> |
Catalog: Class = Change maximum attendees or class status: ICIS Core HR Training 25 June 2013 =
Warning

This change might affect the pricing of the class. Please check orders, class cost, finance lines, order details, or invoices.

7. Select ‘yes’ and a confirmation notice will appear:

Cataig | R | tearmer | Content | v | screr

Catalog: Class = Change maximum attendees or class status: [CIS Core HR Training 25 June 2013 = Waming =

Class
Enroliments [ Confirmation
Resource Bookings Successfully applied Class ICIS Core HR Training 25 June 2013.
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Cancelling a Class:

1. Select the class you wish to cancel.

Catalag [ Resources | Learner | Content | rinonce | setur [

Catalog =
Classes

Course Title iRecruitment Training offering Title iRecruitment Training 2013 - 2014
Offering Start Date 01-Jan-2013 Delivery Mode Classroom based

Offering End Date
[ Show Search Options

Create Class <) Previous 1-10 v Next 10 &

Class ~ Class Status |StartDate |[EndDate  Sessions |Available Seats  HNotify Bulk Enroll Single Enroll Copy Delete
iRecruitment Training 04 October 2013 Current 04-0ct-2013  04-Oct-2013 0 Sessions 6 @3- L@ m
iRecruitment Training 05 July 2013 Closed 05-Jul-2013 05-Jul-2013 0 Sessions 4 o B i}
iRecruitment Training 06 December 2013 Current 06-Dec-2013 D6-Dec-2013 |0 Sessions |6 \}QQ =] Fljl m
iRecruitment Training 06 September 2013 Closed 06-Sep-2013  06-Sep-2013 6 e i}
iRecruitment Training 07 June 2013 Closed 07-Jun-2013  07-Jun-2013 5] LE‘ m
iRecruitment Training 08 February 2013 Closed 08-Feb-2013 [08-Feb-2013 0 Sessions |3 B i
iRecruitment Training 08 March 2013 Closed 08-Mar-2013 |08-Mar-2013 0 Sessions 4 B [}
iRecruitment Training 09 August 2013 Current 09-Aug-2013 |09-Aug-2013 |0 Sessions 2 @_J rl_'l m
iRecruitment Training 09 January 2013 Closed 09-Jan-2013 |09-Jan-2013 |0 Sessions |5 @_;» L@ m
iRe ment Training 10 May 2013 Closed 10-May-2013 |10-May-2013 |0 Sessions 4 =@_3 D m

| create Class | <) Previous 1-10 - Next10 &

2. Once the class form is open, select the ‘Go’ button next to the ‘Manage maximum
attendees and Class status’ field.

Gamig | Resources | Learnr | content | ivance | o

| Catalog » Classes =

iRecrui Training 06 December 2013: Class

Enroliments

f Generate Hyperfink | | Update | [LELELEI Maximum Attendees and Class Status[Ralc]

Resource Bookings

3. This screen will appear. Select an option by going to the drop down list next to the
Change Maximum Attendees field.

e T e T o T e T oo

Catalog > Classes > iRecruitment Training 06 December 2013: Class =

Change maximum aftendees or class status: iRecruitment Training 06 December 2013
Select either Change Max Attendees or Change Status. You can submit only one change at a time. Cancnl Agpfy

* Indicates required field
Select an Option  Change Maximum Attendees

Maximum Attendees

Enrolled ©O

| cancel | | Apply

4. Select the class status ‘cancelled’
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men T resomres | coarner T Goment T e T o I
Catalog = Classes > iRecruitment Training 06 December 2013: Class >
Change maximum d

or class status: iRecrui Training 06 December 2013
Select either Change Max Attendees or Change Status. You can submit only one change at a time. Cancel | | Appf.y
* Indicates required field
Select an Option -
* Class Status -

Enroliment Status -

Cancel Apply

5. Select ‘cancelled class’ in the Enroliment Status field as below. Click Apply.

g T wesouree T cearner T orvent T s T oo I
Catalog > Classes > iRecruitment Training 06 December 2013: Class >
Change maximum d

or class status: iRecrui Training 06 December 2013
Select either Change Max Attendees or Change Status. You can submit enly one change at a time. Apply
* Indicates required field
Select an Option  Change Class Status v

* Class Status  Cancelled ~

Enrollment Status

Cancelled (Class)
Closed (Class)
Cancelled (Delegate

Cancel Apply

A warning message informing you that your enrolments will be cancelled will appear.
Select ‘yes’.

If you would rather transfer all the enrolments on to a Course Waiting list or a newly
scheduled class then do this before you cancel the class.

Cataloq | Resaurces | teamer | content | inance | secvr |

Catalog > Classes > iRecruitment Training 06 December 2013: Class > Change maximum attendees or class status: iRecruitment Training 06 December 2013 =
Warning

es
All enrolments will be cancelled. Do you want to continue?

8. If this is fine, proceed, select yes and you will get a confirmation that the class has
been cancelled.

G e g e e

I | Catalog = Classes =
| Class

Enroliments [ Confirmation
Resource Bookings Successfully applied Class iRecruitment Training 06 December 2013,

Learner Access iRecruitment Trainina 06 December 2013: Class
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Deleting a Class:

Deleting a class will remove the class permanently from the database. The only reason that
you may need to delete a class is when it was created by mistake.

Note: If a class is cancelled you must not delete the class but cancel it. Also, before deleting
a Class you will need to delete delegate enrolments and resource bookings.

1. Select the class you wish to delete and select the delete icon to the right of the class.

Catalog I ResourcesI Learner T Content T Finance T Satup

Catalog >
Classes

Course Title iRecruitment Training Offering Title iRecruitment Training 2013 - 2014
Offering Start Date 01-Jan-2013 Delivery Mode Classroom based

Offering End Date
[H Show Search Options

) Previous 1-10  ~ Next10 &
Class ~ Class Status |Start Date  [End Date Sessions  Available Seats  Notify Bulk Enroll Single Enroll Copy Delete
Cru 13 Current 04-Oct-2013  |04-Oct-2013 |0 Sessions 6 @':; |J m

Closed 05-Jul-2013 05-Jul-2013 4 @} i.i:‘l =i
Cancelled 06-Dec-2013  06-Dec-2013 6 % B
Closed 06-Sep-2013  06-Sep-2013 6 %S =) i
Closed 07-Jun-2013  07-Jun-2013 5 & ] i
Closed 08-Feb-2013  08-Feb-2013 3 @2 .J m
Closed 08-Mar-2013  08-Mar-2013 4 @J LJ m
Current 09-Aug-2013  09-Aug-2013 2 @'4 .li’-j @
Closed 09-Jan-2013  09-Jan-2013 5 o] i) il
Closed 10-May-2013  10-May-2013 4 o e i

=
Create Class 9 Previous 1-10 + Next10 (2

Return to Catalogue

2. A warning message will appear on the screen to say that this record with be
permanently deleted form the database. Ensure it is the correct Class and click Yes
to proceed.

3. Your class will be deleted.

Note: If you have not deleted the resources for the class, you will need to do this before you
can delete the class otherwise an error message appears as follows —

et T s T oo T concen T e T e I

Catalog >
@ Error
Resources are booked for this class. You cannot delete the class until you have deleted the resource bookings.
Classes
Course Title iRecruitment Training Offering Title iRecruitment Training 2013 - 2014
Offering Start Date 01-Jan-2013 Delivery Mode Classroom based

Offering End Date

4. To delete resources and enrolments please see guidelines in previous chapters.
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Adding Enroliments after the Class has taken place:

Delegate enrollments can be added after the Class has taken place. Enrol them as
‘attended’ not ‘booked’. This will ensure that OLM system does not send out a booking
confirmation and joining instructions. However, to do this, ensure that the status of the Class
has been changed to Current and that the enroliment end date has been adjusted to the date
you will be adding another enroliment.

Change Class Status:

1. In brief, open the class you wish to change the status of, select Go beside the ‘Manage
Maximum attendees and Class status’ field.

o T T T o Treeree T I

Catalog » Classes =
iRecruitment Training 06 December 2013: Class

Enroliments

Generate Hyperfink | [ Update | Mmanage ~| e

Resource Bookings

2. Select current (not cancelled as shown in image) and apply.

g T T e T oot e T oo

Catalog = Classes > iRecruitment Training 06 December 2013: Class >
Change maximum d or class status: iRecrui Training 06 December 2013
Select either Change Max Attendees or Change Status. You can submit only one change at a time.

Apply

= Indicates required field
Select an Option  Change Class Status -

* Class Status  Cancelled -

Enrollment Status -

Cancelled (Class] e
Closed (Class)
Cancelled (Delegate

Cancel Apply
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Closing Classes:

When a class has finished there are three things you will need to make sure that you update:

Update Enrolments:

All enrolments will need to be updated either to attended, absent, or cancelled. There should
be no enrolments that are still left as booked.

e Check absences and cancellations and change their status to this.

e Use bulk change for majority who need status changed to attended .

e Check if there are any "Temp Records" and delete these and enrol the "Real" record
now that the person is a member of staff.

e Change the status of the class to Closed.
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Updating Delegate Statuses:

When closing classes, all delegate enrolments will need to be updated either to attended,
absent, or cancelled. There should be no enrolments that are still left with the status booked.

You should check the following when updating delegate statuses:
Check absences and cancellations and change their status to this. A distinction has been
made between absence (no charge) and absence (charge) to enable Staff development to

keep track of unnecessary absences.

You can now more easily update more than one enrolment at a time in the list of enrolments,
usually changing to updated

Check if there are any "Temp Records" and delete these and enrol the "Real" record now that
the person is a member of staff.

To change delegate status:

1. Select the class you are closing to update the delegate status.

Cataog | Resources | teamer | Content | Fnance | setvr I

Catalog >
Classes

Course Title ICIS Core HR Training Offering Title ICIS Core HR Training
Offering Start Date  01-Jan-2013 Delivery Mode  Classroom based

Offering End Date
[H Show Search Options

Class « Class Status |Start Date End Date Sessions |Available Seats  Notify Bulk Enroll Single Enroll Copy Delete
ICIS Core HR Training 1st and 2nd July 2013 Current 01-Jul-2013  02-Ju-2013 0 Sessions & @2 FENE
ore HR Training 25 Current 25-Jun-2013  25-Jun-2013 |0 Sessions |5 W oy o B imi

Return to Catalogue

2. Click on Enrollments at the top left hand side of the screen.
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Catalog > Classes >

o ICIS Core HR Training 25 June 2013: Class

oy T e e T et T T e I

Enroliments

Generate Hyperlink

Update| Manage  Class Chats

Resource Bockings

Learner Access General
Evaluation § ..
Class Title ICIS Core HR Training 25 June
2013
Offering Title ICIS Core HR Training
Status Current
Class Schedule

Start Date  25-Jun-2013 End Date 25-Jun-2013

Start Time 09:00 End Time 17:00
Duration 1 Day(s)
Enroliment

Enroliment Start Date 01-Jun-2013
Enrollment End Date

Minimum Aftendees
Maximum Attendees
Restricted Maximum Internal Attendees

[ Learning Path only
‘Additional Information

Override Number of Days for Course Notification
IC Conference Office Booking Reference
Refresher/Requalification Required?

Training Provider

07

1625234756

Ho

Human Resources Division
HUMAN_RESOURCES_DIVISION
South Kensington Campus
SK

HNo

Location

Override Approval Setting
Attachments

Attachments Hone

- L]

1
8
6

3. Alist of delegates enrolled onto the course will appear. Click on the Select All button or
simply select those delegates you wish to update by clicking on the box to the left of their

name.
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s T resmres T coamer T coeen Treance T oo

Catalog = Classes =

Class B
ICIS Core HR Training 25 June 2013: Enroll
Enroliments Course Name ICIS Core HR Training Time Zone London
Resource Bookings Course Code o Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time 09:00
feninattee Delivery Mode Classroom based Class End Date 25-Jun-2013
Evaluation Class Name ICIS Core HR Training 25 June Class End Time 17:00
2013
[ Show Class Details
Learner Type  All - Enroliment Status -
Enrollment Number I Enrollment Justification Q
Enrollment Status Type - Enrollment Priority -
(o] cear
Select Enrollment: | Unenroll | [ pelete | --ll-ﬁda-ie Enrollments | | [ Add S'lngle Enroll t | [ Add Enroliments ‘
@» Select None
Person ‘ Enrolim :' iy i datory Evaluation |C i
Select Learner Contact Type Organization Customer Places ber|Status |Enrolim Status Date Update Attachments
Bailey, Employee PEPSI-Policy, 1 6599150 Booked No
[E |miss Systems & Vg
Laura Information
McHugh, Employee PEPSE-Policy, 1 6599151 Booked No
Ms Systems &
@ i ¥
Josephine Information 7
(Jo)
Robson, Employee PEPSEFalicy, 1 6599152 Booked No )
[F] |mr Robert Systems & 4
(Rob) Information

Return to Catalogue

4. Click Update Enrollments.
Ctatog T e T tomrr | contont T e T e

Catalog > Classes >

Class Y
IC1S Core HR Training 25 June 2013: Enroll
Enroliments Course Name ICIS Core HR Training Time Zone London
Resource Bookings Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time  09:00
b foeec Delivery Mode Classroom based Class End Date 25-Jun-2013
Evaluation Class Name ICIS Core HR Training 25 June Class End Time 17:00
2013
[H show Class Details
Search
Learner Type  All - Enrollment Status -
Enrollment Number I Enrollment Justification Q,
Enroliment Status Type - Enroliment Priority -

Clear

Select Enrollment: | Unenroll ﬂ. Add single Enroliment | | Add Enroliments |

Select All | Select None

Person ‘ E liment Mandatory Evaluation Completion
Select |Learner ContactType 'Organization |Ci Places b I:natus 1[ i Status Date Update Attachments

Bailey, Employee PEPSI-Policy, 1 6599150 Booked No

Miss Systems & Vi
Laura Information
McHugh, Employee PEPSI-Policy, ] 6599151 Booked No
Ms Systems &

’ ¥
Josephine Information s
(J0)
Rabson, Employee PEPSE-Palicy, 1 6599152 Booked No

Mr Robert Systems & 7
(Rob) Information

Return to Catalogue
5. Click on the Enroliment status to select a new status. Click Apply.

Note: If you are selecting an Enroliment status of ‘Attended’, you should also update the
‘Successful Attendance’ to ‘Yes'.
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o T s o T coment T e T oo, I

Catalog > Classes = [ICIS Core HR Training 25 June 2013: Enrollments >
Update Enrollment Status: ICIS Core HR Training 25 June 2013

Apply

Course Name ICIS Core HR Training Time Zone London
Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time 09:00
Delivery Mode  Classroom based Class End Date  25-Jun-2013
Class Name ICIS Core HR Training 25 June 2013 Class End Time 17:00
2 Show Class Details
Enrollment Status | ERE[ED] >
Reason for Change A
Successful Attendance -
Attendance Result
Class Q

[C] Authorized By

[C] Submit Concurrent Program 6}

6. The new class status will show in the list of enrolments.

Catalog I Resources I_Learner-[ ContentT Finance TSetup

Catalog » Classes =

Class
Enroliments [E4 Confirmation
Resource Bookings Successfully applied Enrollment Mass Update.
Learner Access ICIS Core HR Training 25 June 2013: Enroliments
Evaluation Course Name ICIS Core HR Training Time Zone London
Course Code Class Start Date  25-Jun-2013
Offering Name ICIS Core HR Training Class Start Time  09:00
Delivery Mode Classroom based Class End Date  25-Jun-2013
Class Name ICIS Core HR Training 25 June Class End Time 17:00
2013
[ Show Class Details
Search
Learner Type All - Enrollment Status -
Enrollment Number Enrollment Justification Q
Enrollment Status Type - Enroliment Priority -
[Go1] [ cear
Select Enroliment: = Unenroll | Delete | ll|.:|da.te. Enroliments | | “Add Single Enroll : ‘ Add Enroll 5 |

Select All | Select None

|Person

| Completion
Select Learner Corltactl'l'ype

| ‘ |Enro|]mentiEnroﬂment‘Mandatorv Evaluation
O ization |C Places| ber Status |E

g Il Status Date Update Attachments

Bailey, Employee PEPSE-Folicy, 1 6599150 Attended Mo

[ |Miss Systems & Vi
Laura Information
McHugh, Employee PEPSI-Policy, 1 6599151 Attended Mo
Ms Systems &

E Y:
Josephine Information s
(Jo)
Robson, Employee PEPST-Policy, 1 6599152 Attended  No

[F] |Mr Robert Systems & "4
(Rob) Information

Return to Catalogue

Closing a Class/Changing Class Status:

After a Class has taken place, and after the evaluations have been input into the record, the
Class must be closed. The following steps describe how to change the status of the Class
from Current to Closed.

Closed classes can be re-opened, if necessary, after they have been closed, by reversing the
steps that change the status from Current to Closed.
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1. Find your class. Select Maximum Attendees and Class Status from the drop down
menu at the top of the screen. Click Go.

o T oo T rermer T content T e T oo

Catalog > Classes >
ICIS Core HR Training 25 June 2013: Class

Enroliments e ———
Generate Hyperfink Update ‘ Manag; Maximum Attendees and Class Statusp Go

Resource Bookings

Class

2. Choose the following from the drop down menus:

e Select an Option: Change Class Status
e Class Status: Closed
¢ Enrollment Status: Closed (Class)

3. Click Apply.

Catalog I Resources l Learner l Content I Finance I Setup
Catalog > Classes > ICIS Core HR Training 25 June 2013: Class =

Change maximum attendees or class status: ICIS Core HR Training 25 June 2013
Select either Change Max Attendees or Change Status. You can submit only one change at a time.

Cancel Apply

* Indicates required field )
Select an Option  Change Class Status -

* Class Status  Closed -

Enroliment Status | [eEELRTeEES -

[Z] set Maximum To Places Enrolled

4. Click Yes to confirm you want to continue.

Catalog I Resources I Learner l Content l Finance ] Setup

Catalog = Classes » [CIS Core HR Training 25 June 2013: Class = Change maximum attendees or class status: ICIS Core HR Training 25 June 2013 =
Warning

Yes

Resource bookings exist for this class. Do you want to continue?

5. A confirmation message will be displayed.

Catakog | Resources | Learmer | Content | Finance | secup I

Catalog > Classes =

Class

Enroliments El Confirmation

Resource Bookings Successfully applied Class ICIS Core HR Training 25 June 2013.
Learner Access IC1S Core HR Training 25 June 2013: Class

Re-Opening the Class:

Closed classes can be re-opened, by following the same steps as above and changing the
status of the Closed Class to Current.
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Notifications:

This chapter gives a detailed explanation of notifications sent by the system.

Booking Confirmation:

A Booking Confirmation notification is sent to a delegate the day after they have been
enrolled onto a Class.

The information contained in a Booking Confirmation notification can be changed by updating
the respective Course page. You may attach a Pre-Course Questionnaire to this notification.

In the Course page, anything entered into the Intended Audience field will be displayed in the
Booking Confirmation notification. Text in the Intended Audience field will appear in the
Confirmation of Booking notification. It is recommended that you add a line advising
delegates about returning the attachments.

For example, if a pre-course questionnaire is going to be attached, you will want to ask
delegates to complete and return it as soon as possible so that this information can be
passed on the trainer.

Do not put specific dates in the intended audience field because this information is carried
through to booking confirmations for a number of different classes on a number of different
dates under a particular course title.

A follow-up reminder for the completion and return of your questionnaire can be added at
Class level, and will be fired off with the joining instructions. Please refer to the Chapter on
Classes in Section 3, Creating the Catalogue for more information.

The booking confirmation appears as below;

OLM Guidance Notes

Last Updated: October 2013 Page 97 of 111



IMPERIAL COLLEGE LONDON ICIS HRMS

OLM GUIDANCE NOTES

Fram: ICISPRD Workflow Mailer [business, systems@imperial, ac, uk] Senk: Sat 08072006 02:01
Ta Elphick, Bethany M

Ce

Subject:  FYT: Confirmation of Booking - Acting as a Research Consultant

To  Bethany Elphick
Sent  08-JUL-2006 02:00:09
ID 1946765

This email was sent from a notification-only email address that cannot accept incoming messages. If you have any questions, contact details are at the
end of this message

Dear Abigail,

| am pleased to confirm that you have been enrolled onto the Acting as & Research Consultant workshop . You will receive further information and joining instructions
closer to the workshop date. For your diary the date(s) and time(s) are as follows:

Tuesday 25 July, 11:30 -12:30

Cancellations: Please let me know, as soon as possible (using the email address below) if you need to cancel this booking as your place could be offered to &
colleague on the waiting list. If a cancellation is made |ees than & working daye before the workshop, or if you fail to attend or notify us that you cannot attend there may
be & charge. More information on gur terms and conditions can be found on gur website .

Data Protection: Participants' names and departments / divisions / faculties will be made available to other attendees on the same workshop. Participants' data are
stared in a database for recording attendance at workshaps, providing statistical information and maintaining individuals and faculty / departrmental / divisional training
records. Individuals' training records will be made available to managers in their faculty / departrnent / division, appropriate administrative divisions and HR (all within
Imperial College Londan), if requested.

If you have any gueries please do not hesitate to contact me

Best wishes,

Joining Instruction:

A Joining Instruction notification is sent a specified number of days before the start of a
Class. This number (course notification period) is selected when the Course is set up, but
can be overridden when the Class is set up.

The values you can select for the number of days for sending notifications are: 00, 07, 14,
21, or 28 days. It is important that attachments are added to a Class at least one day in
advance of this notification period, i.e. 8, 15, 22 etc

If someone has been enrolled after the 14 day fire off, the course notification (joining
instructions) will not fire off 13, 12, 11, 10 etc days before the course start date but 7 days
prior to course start date. If a delegate is enrolled after the 7 days fire off, the course
notification will go out 7, 6, 5, 4, 3, 2 or 1 day prior to course start date.

Venue and trainer details will automatically be fed into the information that is provided in the
Joining Instruction. It is critical that the venue and trainer have been allocated to your classes
before the joining instructions are sent out automatically. Please refer to the Chapter, Allocate
a Resource to a Class or Session in Section 3, Creating the Catalogue.

You will also want to attach a programme and participant list to go out with the joining
instructions. The participant list can be obtained via a report from Discoverer Viewer. Please
see Section 11, ‘Reports’ on how to do this. These documents will need to be attached at
class level. For further guidance on this please see the Class Chapter in Section 3.
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If you want to add any additional information to appear in the Joining Instructions i.e. about
the related class or refer to the attachments (which are attached at class level), text can be
added in the Description field of the Offering for that class.

You could use this field to remind delegates to return a pre-course questionnaire, e.g.
“Please return the completed pre-course questionnaire if you have not done so already.”

You could also use this field to warn delegates that the Class may be cancelled due to a low
take-up, e.g. “Please note, due to the low number of enrolments for this particular course,
there is risk of cancellation. It would be greatly appreciated if you could let any interested
colleagues know about the course. If we do need to cancel we will notify you 5 days before
the course. If you do not hear from us then please presume the course will run.”

An example of where the text will be displayed in the Joining Instructions notification is
shown below:

e
Subject:  FYI: Joining Instructions - Presenting Research Effectively, 23-MAR-06

Attachments: lﬂi]Pre—course Questionnaire. doc (39 KE); lﬂi]Self Assessment.doc {44 KB)

To  Bethany Elphick
Sent  17-MAR-2006 03:08:36
ID 1529766

This email was sent frem a netification-enly email address that cannot accept incoeming messages. If you have any questions, contact details are at the
end of this message
Dear Bethany,

| am pleased to confirm your booking, the joining instructions are as follows:

Presenting Research Effectively
Thursday 23 March - 14:00-17:00
Friday 24 March - 14:00-17:00

Tutor(s): Jagmel Bharj - Penny Clarke

Fora map of the South Kensington campus, please click on the appropriate link at http: v imperial. ac. uk/maps

urther details of the workshop are atta05
Canc: now, as soon as possible (using the email address below) if you need to cancel this booking as your place could be offered to a

col\eague an the wamng Ilst If a canceHatlon |s made \ess than 5 workmg days before the warkshop, or if you fail to attend or notify us that you cannot attend there may

Note: It is very important to remember that any information you add here will go out with the
Joining Instructions for all the classes set up within this offering. You must make sure that if
you have added information for a particular class that you delete this information once the
joining instructions have gone out otherwise this information will go out for the next class as
well.

Attachments:
Attachments will be sent with notifications, so please ensure:

o that they are up to date, and not draft documents

o they are attached on time so that they are sent the correct number of days before a
Class is scheduled to take place

e that they are saved on a shared drive so that other colleagues can administrate this
course if necessary
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e They do not have a ‘&’ in the title of the document (i.e. the name of the file). For some
reason OLM does not like this symbol so if you have a programme with two dates for
e.g. Time Power Programme - Mon 18 Aug and Tues 26 Aug 2008 make sure you put

‘and’ rather than ‘&’.

Common information shared across all notifications:

Notification Where it When Types of When the
type is attachments attachments notification
attached should be will be sent

added

Booking Course When Course Pre-Course Day after

Confirmation is created Questionnaire  enrolment

Joining Class 8 or 15 days Programme / 7,14, 21, or 28

Instruction before Class/  Participant List days before
Session

Checking automatic notifications have fired off:

If a delegate contacts you claiming not to have received either a booking confirmation or a
joining instruction you can check this through Discoverer Viewer.

I’'m afraid you cannot rely on the individual booking form information on OLM to ascertain
whether a joining instruction (or booking confirmation) has fired off successfully or not.

In the update screen for each enrolment- when you scroll down to the bottom of the page
(the Additional Information section) the following fields ‘acknowledgement booked sent’ and
‘joining instructions sent’ fields have a YES or NO. This is a Yes or No to whether the system
has attempted to send or not, not whether it has been successful or not.

Select Enrollment: Unenroll| Delete| Update Enrollments | | | \ |

Select All | Select None
Person | Enroll tEnroll t Mandatory Evaluation Completion
Select Learner |ContactType  |Organization CustomerPlaces| NumberStatus Enroliment Status |Date Update Attachments
__ Bailey, Employee PEPSI-Policy, 1 6599150 Booked Mo
| Miss Systems &

Laura Information

@)

Additional Information

NHS Job Title ~
MHS Trust -

Competency Based Course Grades -
Teaching Observation Marker 1 Q

Q, Hospital/Organization |

= Acknowledgement Booked Sent  |Y Division -

= Department / Specialty |
* Joining Instructions Sent N
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You'll need to run a ‘Joining and booking instructions status report’ in Discoverer Viewer to
find out whether your notifications have been sent successfully or not. See the reports
chapter, p. 241 for instructions on how to run this report.

Course Administrators Details assigned to each of the courses:

In the course details form, there is a field for the administrator of that particular course to
enter their name. When an employee leaves and another takes over their administrative role,
the new employee/administrator must replace the old administrators’ name, otherwise the
notifications for the course will not fire off.

Viewing Resource Bookings:

When allocating resources to your classes you may find that a particular resource has been
booked out already e.g. OLM system gives you a warning message that Room 1 SALC is not
available. This is more than likely a booking error on the part of another administrator.

Here is a way of finding out what class the resource (trainer/ venue has been booked) and
contacting the administrator for that course.

1. Go to the ‘Resources’ tab at the top of the screen

N Navigator v B Favorites ¥ Home Logout Preferences Help

Go | Advanced Search

| Use this page to manage the course catalogue.

2. The resources window will appear

Catalog I R es | Learnél™N, Content ! Finance I Setup
Resources [\ Resource Bookings

Resources

You can book resources against catalog objects such as classes and sessions.

Search
Resource Type Trainer » Person = [Elwarn £
Resource Name I Training Centre &
Resource Start Date I =] Location Q
{=xample: 24-Oct-2013) ¥ -~
Supplier
Resource End Date Iﬁ PP 2
[co] [Gear]
Create Resource
Resource Name Person Supplier Location Start Date End Date

No search conducted.

3. Find in the blue menu at the top of this screen, ‘Resource Bookings’ in white writing as
highlighted above.

4. Click on the Resource Bookings. The resource bookings screen will appear
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oo | Resorces | sarnar | contan | e | <o

Resources | Resource Bookings

Resource Bookings
You can book resources against catalog objects such as classes and sessions.
Indicates primary venue

Search
Object Type Class - Training Centre
class Name Q Location

P PP

Offering Name Supplier

Course Resource Booking ID
Resource Type - Booking Start Date @

Resource Name (example: 24-Oct-201
Booking End Date

Booking Status A

Clear

A p

Person Name Q

Add  Trainer ~ | Go

Details Resource Name Resource Type  Quantity Start Date End Date Time Zone Booking Status Object Hame Object Type Check Conflict Update Remove
No search conducted.

5. Select the Resource type (venue or trainer) in the Resource type field and in the Resource
Name type in the resource you want to find out about, using a percentage sign before and
after (this usually helps).

Resource Type Venue - Booking Start Date C:l

Resource Name [%313b%| (example: 24-Oct-2013)
Person Name Q Booking End Date =]
Booking Status -

Clear

6. If you do not search for a particular date, and search as above you will be provided
with all the classes that that particular venue has been booked on.

Resource Time Booking Object Check
Details Resource Name Type Quantity|Start Date End Date Zone  Status 'Object Name Type Conflict Update Remove
[# Show Room 313b.3rd floor, Sherfield Venue 1/19-Sep-2012 19-Sep-2012 London  Confirmed  Online Journals 19 Class ; =
Building.South Kensington campus...@ September 2012 B & =
[# Show Room 313b.3rd floor, Sherfield Venue 1/05-Sep-2012 05-Sep-2012London  Confirmed  Introduction to College Class am =7
Building.South Kensington campus...@ Finance 5 September 2012 3 g 15
% Show Room 313b.3rd floor, Sherfield Venue 119-Jul-2011 19-Jul-2011 London Confirmed  Online Journals 19-July -2011 Class ] =
Building.South Kensington campus...@ 5 e 14
[#) Show Room 313b.3rd floor, Sherfield Venue 112-Jul-2011 12-Jul-2011 Londen Confirmed  Online Journals 12-July -2011 Class ] —
Building.South Kensington campus... @ By e -
[ Show Room 313b.3rd floor, Sherfield Venue 1/25-Sep-2012 25-Sep-2012|London  Confirmed  Online Journals 25 Class ; =7
Building.South Kensington campus... @ September 2012 By e -
[® Show Room 313b.3rd floor, Sherfield Venue 1/20-Jun-2012 20-Jun-2012 London Confirmed  Introduction to Purchasing - Class am =7
Building.South Kensington campus...@ 20 June 2012 B g =
[ Show Room 313b.3rd floor, Sherfield Venue 1/07-Jun-2012 07-Jun-2012 London Confirmed  Introduction to Purchasing - 7 Class am =7
Building.South Kensington campus...@ June 2012 3 g 15
% Show Room 313b.3rd floor, Sherfield Venue 129-Jun-2012 29-Jun-2012 London Confirmed  Introduction to College Class o =
Building.South Kensington campus...@ Finance 26 June 2012 5 e 14
[#) Show Room 313b.3rd floor, Sherfield Venue 120-Jun-2012 20-Jun-2012 London Confirmed  Introduction to College Class am —
Building.South Kensington campus... @ Finance 20 June 2012 By e -
[# Show Room 313b.3rd floor, Sherfield Venue 1/08-Jun-2012 08-Jun-2012 London Confirmed  Introduction to College Class ; =7
Building.South Kensingten campus... @ Finance 8 June 2012 ¥ e =
Add  Trainer = | Go ~ MNext10 &

7. To narrow you search, add the date in the field to the right of the window- and you will see
exactly where your resource has been booked
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Course A Resource Booking ID ’7
DETEE Y i Booking Start Date [26-Nov-2013  [E
Resource Name ‘%313}3% (example: 24-Oct-2013)
Person Name aQ, Booking End Date =]
Booking Status -

Clear
Add  Trainer - M

Resource Time Booking ‘Object Check

Details Resource Name Type Quantity Start Date [End Date Zone  Status \Object Name Type Conflict Update Remove
[ Show Room 313b.3rd floor, Sherfield Venue 1 07-Dec-201307-Dec-2013 London  Confirmed  Oracle Grants Enquiries 7 Class ] )
Building. South Kensington campus.. December 2012 o & =
v/Room 313b.3rd floor, Sherfield Venue 113-Dec-201313-Dec-2013 London  Confirmed  Oracle Grants Enquiries 13 Class ] )
Building. South Kensington campus.. December 2012 o & =
vw/Room 313b.3rd floor, Sherfield Venue 1 28-Nov-2013 28-Nov-2013 London  Confirmed  |Introduction to Purchasing - Class ] o)
Building. South Kensington campus...@ 28 November 2013 & =
[# Show Room 313b.3rd floor, Sherfield Venue 1 26-Mov-2013 26-Nov-2013 London  Confirmed  Online Journals -26 Class ] )
Building. South Kensington campus...@ November 2013 g s =
[# Show Room 313b.3rd floor, Sherfield Venue 1 28-Mov-2013 28-Nov-2013 London  Confirmed  Introduction to Oracle Class ] )
Building. South Kensington campus...@ Grants -28 Nowv 2013 & =

8. Select the Show details button below to find out in what department this course sits. This
will then help you track down the administrator for that particular course. Alternatively, you
can go in to the course through the catalogue where it lists the administrator.

Resource Time Booking Object Check
Details Resource Name Type QuantityStart Date End Date Zone Status Object Name Type Conflict Update Remove
(T Hide Room 313b.3rd floor, Sherfield Venue 1/07-Dec-2013 07-Dec-2013 London  Confirmed  Oracle Grants Enquiries 7 Class ] _3
Building.South Kensington campus...@ December 2012 g 4 =
Resource Booking ID 1575115 Start Date 07-Dec-2013
Parent Object Name Oracle Grants Enquiries (2011 - 2012) End Date 07-Dec-2013
Parent Object Type Offering Start Time  10:00
Supplier End Time 13:00
Training Center PESD- Learning and Development Timezone London
Centre

Location
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Reports:
Logging in and Standard Reports:

This document shows you how to log in to Discoverer viewer and gives an introduction to
standard reports

About standard reports:

Data from OLM can be viewed using Discoverer Viewer. A number of standard reports have
been set up to answer most common requests. Further reports could be set up if needed.
Please contact Petra Dodd in Staff Development who will be able to advise you further.
Below is a list of standard reports outlining the information they provide. Chapter 2 will help
you with running the reports and gives example output.

Attendance report — who has booked on/attended a particular course or courses from a
particular department/division, could be used for information for departments. This report can
be used to check delegates who have ‘absent-charge’ status.

Training History Report - this report is like the Attendance Report but it lists all the training
courses that members of staff have attended (including the migrated data from years
previous to the OLM system and any external courses) whereas the Attendance Report only
lists the courses run since 2006/7.The Training History report will be useful for departmental
heads/DA's who need to see information on the courses attended in their particular
department.

Catalogue overview — a list of classes with the trainer, administrator, venue, nos of
participants booked, wait listed, attended and the minimum and maximum nos for that class.
This is a useful report for administrators to check up on their own classes, whether they have
allocated resources to all their classes etc.

Joining and booking instructions status report — to check who of those enrolled have
received confirmation emails and joining instructions

Participants list — details about who is booked (as opposed to waitlisted, attended etc) on a
particular class, can be used to send to trainer, to send to participants, as a register
(separate one for SDU below)

Review of class minimum number — lists the classes where the enrolled delegates is below
the minimum number. This is to help administrators decide on class cancellations or what
classes need to be further advertised.

SDU Participant list - details about who is booked (as opposed to waitlisted etc) on a
particular class, can be used for trainer, to send to participants, as a register

SLTP report — information of delegates enrolled into SLTP
Running Reports in Discoverer Viewer:

This chapter shows you how to run Reports in Discoverer Viewer.
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About this document:

This chapter shows you how to run all the standard reports and gives you examples of the
information provided (i.e. outputs) from all the reports. Using the attendance report as an
example, the following instructions show you how to select parameters and consider data
protection issues when running reports. There is a separate chapter on running the SDU
Participant List Report, the HESA report and .....

About the Attendance Report:

This report covers who has booked on/attended/waitlisted etc a particular course or courses
from a particular department/division. This could be used to send information to departments
about attendance of their staff on workshops. This report differs from the Training History
Report listed later because it only covers courses that have been run since 2006/7 (i.e. since
we have used OLM). To report on courses run before this and to give a complete training
record use the Training History report. The advantage of this report over the training history
report is you can select to report on just one category or course.

There are data protection issues about who should view any training data which lists who
has attended. HoDs, DAs, FOOs and HR staff are allowed to view participants’ data for their
Faculty/Departments/Divisions only. Managers should only view data for their staff. When
you send data out to Departments/Divisions you should always include the following
sentence in your e-mail/letter/memo, “To comply with the data protection act - details of who
has attended what training can only be shared with the participants themselves, their
manager, DA's, HoDs, Safety Officers and appropriate administrative divisions and HR”.
Always make clear what the limits of the data are e.g. tell them you haven’t included SDU
data, explain that you have only looked at last year or that you haven’t included people who
have booked only people who have attended workshop, and any delay in updated data. If
you are unsure about whether to send information to Departments/Divisions check with your
Data Protection Coordinator.

Running a Query:

1. Click on the Discoverer Viewer link
http://discoicisprd.ad.ic.ac.uk:7777/discoverer/viewer?event=displayConnections
&connectionAccessType=APPS&connectionLocale=en us&database=ICISPRD
&EUL=discover

2. Log in using your ICIS username, password and the database name ICISPRD (if
not already populated). Click connect.

3. In the responsibility field - select your departmental OLM responsibility and
‘continue’ button.
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ORACLE' Discoverer Viewer =
Business Intelligence

Account Details: Select Responsibility

More than one Responsibilty exists for the account you have chosen. Please select the one you wish to use below .
Responsibility
Select & Responsibiity.

| Cancel ) | Continue J

Database User Name
Databhasze
Connection Type
Reszponsibility

Locale  Engligh (United States)

ElphickB:
ICISPRD
APPS

IC - GL List of Balances

IC - GL List of Balances

IC Fir ELPHICKE

IC FIN ELPHICKB IPROC

IC FIN C-LIME JOURNALS

Copyright (212000, 2005 Or\ic HR Employee Self Service

Ahout OracleBl Discoverer |jo HRMS PROI
iC [ e

| Cancel ) | Continue )

=

ert Acminiztration
rit Super Administration
iRecrutment Emplovee Cancidate

4. You will then be given a whole list of worksheets. Select the workbook you wish to run a
report for e.g. Attendance list by pressing on the flag with a plus sign on it —

& Vg

This report produces a list of class
attendances

DISCO Friday, November 25, 2011 11:27:22 AM BST

Attendance Report
] OTA_CASLAT2010_Exte This report runs a query for the names pigco
of the revised CASLAT 2010 cohort to
identify enrollments amde as external
delegates

al_Attendance_Report Friday, December 10, 2010 10:20:01 AM BST

€ P 9 0orA_Catalogue_All_Fields
RS b @ OTA_Catalogue_Overview

Catalogue Details DISCO
This report produces a list of classes pigco
with summary information including
resources booked

Friday, December 10, 2010 12:15:10 PM BST
Friday, December 10, 2010 12:14:27 PM BST

5. Select the parameters for your report on the screen shown below.

ORACLE' Discoverer Viewer
Business Intelligence

Connect >

OTA_Attendance_Report - Attendance Report

Last run Friday, November 08, 2013 11:51:13 AM BST
Worksheets

Attendance Report

Workbooks >

Parameters Needed

Select values for the following parameters.
* Indicates required field

Training

Provider
Training Provider

Enrollment

Status

LS

Course Name

* Class Start

Date
(Example: 08-NCV-2012)

= Class End

Date
{Example: 08-NCV-2012)

——

6. This will depend on the data you want. For example if you want to know which staff in
Physics have attended the Introduction to Laser Safety course this academic year
you would complete in the following way.

7. For course name you would select Introduction to Laser Safety.
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8. Select the torch by the Course Name field and following screen will come up.

ORACLE  Discoverer Viewer
Business Intelligence Help

Search and Select: Course Name
This page enables you to select the parameter values

Search

To find the value, select a filter in the drop down list and enter a word in the text field, then click the go button. To see a list of all values, clear
the search box and click the go button

Search by Contains -
Search for Laser | G0

[[]Case Sensitive

Results

Available Selected

Ensuring Laser Safety

Ensuring Laser Safety (2006-2010
Introduction to Laser Safe

.}}.
Mave All
®
Remove

B @&

I_((_I
Remove All

Previous 1-3 of 3 Nex

—
| Cancel | | Select

9. The Search by field gives you different options for your search, sounds like etc.

10. Search for field — enter category or you may find it easier to go to the available
Results list and use first letter of category you wish to search for, select category
from the list and then select the move button as circled above.

11. Press select button at bottom or top right hand of page and then you are ready to
select another criteria.

12. In this example, for enrolment status, you would click on attended as you don’t want
to see people who are waitlisted, booked, absent etc. In other cases you may want to
show people who had booked or all the staff who where absent and charged.
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ORACLE" Discoverer Yiewer
Business Intelligence

Search

Search by Contains -

Search and Select: Enrollment Status
This page enables you to select the parameter values

Search for |@
[[ICase Sensitive
Results
Available Selected
AL
Absent
Absent (Mo Charge)
Booked )
Cancelled (Class) =
Cancelled (Delegate) M?_\'E
Closed (Class) (32
In-Progress Mave All
Part Attendance @
Pending approval Re..rﬁ.;ve
Waiting List but Booked E—
Waitlisted =
Remaove All

Previous 1-13 of 13 Next

B @6

| Cancel | | Select

To find the value, select a filter in the drop down list and enter a word in the text field, then click the go button. To see a list of all
values, clear the search box and click the go button

| Cancel | | Select |

13. Type in the dates, in this case you want it for the last academic year. The dates
should be in the same format as they are in ICIS i.e. 19-JUN-2013.

* Class Start
Date

= Class End
Date

14. Click ‘Go’ button

15. While Discoverer is running your query the following screen appears.

27-NOV-2013

(Example: D8-NOW.2013)

27-MOV-2013

(Example: D8-NOW-2013)

ORACLE Discoverer Viewer
Business Intelligence

Attendance Report

Query Progress

G) Executing query

Estimated Time  Unknown
Elapsed Time 00:00:01

@ TIP You can change the refresh rate of this page. Please check with your OracleAS administrator or the Oracle Bl Discoverer documentation for more details

16. When your data is returned you will be able to see your original parameters.
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¥ Parameters
Select values for the following parameters.

* Indicates required field

Training

Provider "Safety Training’ <¢

Training Provider
Enroliment @

Status Attended

Course Name  ‘Introduction to Laser Safety’ <V

* Class Start 49-JUN-2013
Date

Example: 08-MOWV-2013)

* Class End

Date 19-JUN-2013

Example: 08-MOWV-2013)

17. Scroll down further on the page and the tabulated report will be displayed. Below
gives you an example of the output. Whenever you run a report you should have an
idea about what you are expecting in the output so you can be sure no mistakes
have been made.

¥ Table
bTUD'S Layout Format Stoplight Sort Rows and Columns
Page 1 of 1
Columns 1-6 of 12 6 Columns -~ Right =
= Enrollment = Course +(Class Start Date »Class End Date ®CID  *Delegate Name
Number
1 6588730 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 Al Lawati, Miss Sadiga
2 6588217 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 794191 Anfosso, Mr Andrea
3 6588320 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 Chaurasiya, Kathy
1 6588516 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 Chen, Mr Xi
5 6586716 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 749668 Edelson-Averbukh, Dr
Marina
6 6587638 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 Fleischli, Franziska
7 6589007 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 Flynn, Samuel
8 6588435 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 616143 Gogakos, Dr Apostolos
g 6584121 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 728544 Grothey, Miss Ambhild
10 6589008 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 Hamlet, Oliver
1 6588812 Introduction to Laser Safety 19-JUN-2013 19-JUN-2013 162996 Hardy, Professor

Katharine (Kate)

18. Further rows and columns can be viewed via the buttons at the bottom of the screen
as see below.

25 Rows ~ Down v Rows 1-25 of 42, Columns 1-6 of 12 6 Columns = Right =

19. This is quite difficult to view properly so it is best to simply export the data. This data
can be exported to Excel quite easily by scrolling up to the top of the page and
selecting the export menu at the top left of the screen.
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ORACLE" Discoverer Viewer
Business Intelligence

Frefersnces Dxit Help|
Connect > Workbooks >
OTA_Attendance_Report - Attendance Report
Last run Friday, November 08, 2013 12:31:30 PM BST
Actions &Category Name
Course Name : Introduction to Laser Safety’
w &From Start Date  &To Start Date
Revert to saved ¥ HR Organisation
intable page
Export ¥ Parameters
as e-mail :
e L Select values for the following parameters.
Worksheet options Pt
Training P—
Worksheets Provider Safety Training g?
Attendance Report Training Frovider
Enrollment .
Status Attended ,f
Course Name ‘Introduction to Laser Safety’ ,g?
* Class Start 19-JUN-201T
Date
[Example: 08-MOV-2012)
*Class End g jun-2013
Date

(Example: 08-NOV-2012)

20. When you select Export you will see the following screen

ORACLE" Discoverer Viewer

Business Intelligence Preferences Exit Help

Connect > MWorkbooks > OTA Aftendance Report - Attendance Report =

Choose export type

Use the drop-down list to specify the export file format. (| Cancel ) | Expaont )
CSV (Comma delimited) (*.csv) -

CSV (Comma delimited) (*.csv)

DIF (Data Interchange Format) (*.dif} | Cancel | | Export
Formatted Text (Space delimited) (*.pm) X

GIF Image (* gif) Preferences | Exit | Help

Hyper-Text Markup Language (archived) (*

Microsoft Excel Workbook (* xls)
Oracle Reports XML (*.xml}

PNG Image (*.png)

Portable Document Format (PDF) (*_pdf)
SYLK (Symbolic Link) (*.slk)

Text (Tab delimited) (_txt)

Web Query for Microsoft Excel 2000+ (*.igy)
WHKS (Lotus 1-2-3) (".wks)

21. You can leave as CSV selection but your spreadsheet will look nicer if you select
Microsoft Excel Workbook and select Export button again (on right side of screen).

22. Select Click view or save. You will then get a file down load option as below.
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File Download Iﬁ

Do you want to open or save this file?

lgl MName: Attendance Report.xls
H

Type: Microsoft Office Excel 97-2003 Worksheet

From: discoicisdev.ad.ic.ac.uk

Cpen ] [ Save ] [ Cancel

Always ask before opening this type of file

harm your computer. if you do not trust the source, do not open or

= 'g‘- | While files from the Intemet can be useful, some files can potentially
= save this file. What 's the risk?

23. Select save and you will have your report in excel to do whatever you please.

24. Alternatively you can highlight the table, copy and paste into word or excel (for more
detailed instructions see the SDU Participant List chapter).

Note: The information gathered and exported from this report should be kept confidential
and therefore please be careful which drive you export the data to.
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