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	Purpose
	Use this procedure to mass learners into a recurring course.

	Prerequisites
	· Must be assigned the Agency Administrator, Training Manager, Training Coordinator, and LMS Registrar.


	Website Address
	· http://lms.des.wa.gov/ .




Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/ .

	2. 
	Click [image: ] tab.


	3. 
	From the Learning Activities menu, select Mass Assignment.

	4. 
	Click [image: ] to begin. 


	5. 
	In the Select Course section, choose the course(s) you are assigning.  
[image: ]

To add multiple courses, use the Bucket function.
Click [image: ] to proceed to the next step.


	6. 
	In the Configure Assignment section, select your Term Option and verify the Linked Registration Expiration (LRE) setting:
· Select ‘No due date or recurrence’, if you do not want this assignment to reoccur.
· Select ‘Set due date or recurrence’, if you want to establish a reoccurring assignment.
[image: ]
Click [image: ] to proceed to the next stop.

	7. 
	In the Find Learners section, select users to assign to this course.  
Note: You may select more than one employee by clicking ‘Bucket’.
[image: ]
Click [image: ] to proceed to the next step.


	8. 
	In the Set Assignment Terms section, set the Assignment Terms along with Reminder Notifications.
[image: ]
Complete the Assignment Terms Settings Section accordingly:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Course due upon a set number of days after:
	R
	Select one of the following:
· Registration Date – Course will be due upon the registration date.
· Launch – Course will be due upon the launch of the course.

	Course Due In:
	R
	Enter the # of days after the course registration / launch.
Example: 90 

	Reassign the course every:
	R
	Enter the # and select from the drop down Months or Years.
Example: 1

	Reminders before due date/expiration date and
Reminders after due date
	O
	Enter the # of days email reminder notifications will be sent out to the Learner.  
You may add more than one by clicking  [image: ].





	9. 
	Next, click on Advanced Settings.
[image: ]
Complete the Advanced Settings Section accordingly:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Reassign Based On
	R
	Select one of the following:
· Assignment – the day the course was assigned
· Launch Date – the day the user launches the course
· Completion Date – the day the course was completed (DES recommendation)
· 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)

	Expiration Setting
	R
	Select one of the following:
· 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.
[image: Embedded PNG (100%) File Template] 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
	R
	Enter the # of days before a recurring course is due that is available to the learner.
Example: 30




	10. 
	You will be taken to the Confirm Your Selections screen.  Please review and verify your information is correct.  
[image: ]
[image: info]  You may make corrections to any of your information by clicking [image: ]  to the appropriate screen.
Click [image: ] to save your entry.  Upon saving your entry, the system will send an email notification to the learner(s) confirming their registration.

	11. 
	You have completed this process.
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