Course Terms
Course terms can be applied to a learning activity. Course terms are a type of rule used to enforce a due date or set a recurrence pattern for a single course, much in the same way that a due date or automatic reassignment can be set for a learning plan. Using course terms, administrators can specify automatic reminder notifications for courses that are about to expire or are approaching their due date, or for courses that are past due. Administrators can also set rules for reassignment and access windows for completion.
Note! Course terms can be added to any course except External Training Courses.
Important! Any changes made to course term settings, including the removal of settings, will only affect new assignments or enrollments.
1. In the Course Terms Settings section, edit the information as necessary. Open the Inline Help pane to view definitions of each field. 
1. Course Due In: the number of days from the day of assignment until the course is due
2. Reassign the course every: the frequency of course reassignment, if applicable, in years or months. Choose Years or Months from the list.
3. Note! By default, reassignment is based on assignment date. You can change this setting in Advanced Settings.
4. In the Reminders before due date/expiration date section, edit the information as necessary.
· Days before: the number of days before the due date or expiration date that you wish to send an email notification. (Max days = 365)
· To add additional reminders, click Add Reminder.
· To remove an existing reminder, click Remove.
· Note! You can have up to five reminders before the due date or expiration date. 
5. In the Reminders after due date section, edit the information as necessary.
· Days before: the number of days after the due date that you wish to send an email notification. (Max days = 365)
· To add additional reminders, click Add Reminder.
· To remove an existing reminder, click Remove.
· Note! You can have up to five reminders after the due date. 
· Important! If a learner does not complete a course during the access window, the course will expire. Reminders are not sent after expiration, as the learner can no longer take the course. An access window can be set using Advanced Settings.
To Edit Advanced Course Terms Settings
1. In the Course Terms Settings section, click Advanced Settings.
2. In the Advanced Settings Section, edit the information as necessary. Open the Inline Help pane to view definitions of each field. 
1. Reassign based on: the trigger for course reassignment. You may choose from:
· Assignment Date: the day the course was assigned (Not recommended by DES)
· Completion Date: the day the course was completed
· User Start Date: the user's hire date or start date, as entered in the user profile
· Custom Date: any date, as entered in the text box (Format = mm/dd)
2. Expiration Setting: controls whether or not a course is reassigned if a learner has not completed an existing assignment
· Automatically reassign the course on the expiration date: the course is reassigned even if a learner has not completed a previous assignment. Previous assignments are marked as "Past Due" but can still be completed.
· Important! If you choose to reassign a course on the expiration date, learners may have more than one outstanding instance of a course. Depending on the settings for Linked Registration Expiration and when the courses were assigned, completing one instance of the course may satisfy the requirements for multiple instances of the course. 
· Only reassign the course if the learner completes the assignment: the course is not reassigned if the learner is incomplete. The course is marked as "Expired" when the due date passes and the learner cannot complete the assignment.
· Access Window: the number of days before a recurring course is due that it is available to a learner (format = days) Do not use a 365 day window – not practical.
· Best Practice! Use this setting for courses where users must complete a course by a certain date to remain in compliance, such as OSHA training.
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To Remove Course Terms
1. Click Clear Settings.
2. Click Update.
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Course Terms Scenarios
Assignment Date:  
Initial Assignment: On Initial Assignment, expiration date equals Assignment Date + Duration and due date equals the Course Due in value within Course Terms.  
Recurred Assignment:  On Recurred Assignment, expiration date is based on the date when the course was assigned + duration; no due date is set.
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Completion Date:  
Initial Assignment: On Initial Assignment, due date equals the Course Due In value within Course Terms and no expiration date is given upon assignment.  Once the course is marked as complete, expiration date equals the Duration value within Course Details.

Recurred Assignment: On Recurred Assignment, neither an expiration date nor a due date is set. Therefore, there isn't anything for a Reminder Notification to trigger off of.  Once the course is marked as complete, the expiration equals Completion Date + Duration.
Start Date: 
Initial Assignment:  Expiration date is added and reflects (start date + duration = new time) until when the "new time" is in the future.  Due date reflects the Course Due in value within Course Terms.
Recurred Assignment: On Recurred Assignment, expiration date is set with the same conditions as above.
Custom Date:
Initial Assignment: Expiration equals the number of years in the Duration value within Course Details. (Example: choose 1/30 and assign course expiration date is set to 1/30/2016 note custom date will not allow you to set anything less than 1 year duration).  Due date equals the Course Due in value within Course Terms.
Recurred Assignment: On Recurred Assignment, expiration equals the custom date for the next year; no due date is set.
Automatic Reassignment option works similar to Traditional Learning Plans
Reassign Only if Completed w/ Access Window option works similar to Certification Learning Plans
Initial Assignment - Registration
Due in X days
Recurrence on - Completion
Automatic Reassign - X duration
 
1. Initial Assignment
a. Initial Assignment - soft due date X days from Registration
b. No expiration date since it’s based off of completion and user has yet to complete
c. Complete course
d. Expiration Date set in X duration from Completion Date
2. 2nd Assignment
a. Reassign on Expiration Date
b. No due date or expiration date since it's based off of completion and user has yet to complete
c. Complete course
d. Expiration Date in X duration from Completion Date
3. 3rd Assignment
a. Reassign on Expiration Date
b. No due date or expiration date since it's based off of completion and user has yet to complete
c. Complete course
d. Expiration Date in X duration from Completion Date
4. Continue to repeat 
 
 
Initial Assignment - Registration
Due in X days
Recurrence on - Assignment
Automatic Reassign - X duration
 
1. Initial Assignment
a. Initial Assignment - soft due date X days from Registration
b. Expiration Date set in X duration from Assignment
c. Complete course
2. 2nd Assignment
a. Reassign on Expiration Date
b. Due date and expiration date set in X duration from 2nd Assignment
c. Complete course
3. 3rd Assignment
a. Reassign on Expiration Date
b. Due date and expiration date set in X duration from 3rd Assignment
c. Complete course
4. Continue to repeat 
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