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	Catalog Access Codes (CACs)

	CAC Name




	Agency Acronym + CAC 

Example: 
OFM CAC
DES CAC

	Sub CAC Name
	Agency Acronym + sub CAC

Example:
DES Managers and Supervisors

	CAC Code
	Agency Acronym + Agency Code

Example:
OFM-1050
DES-1790
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.
Sub codes:
OFM_1050-01

	Categories

	Parent Category Name
	Agency Acronym + Category Name

Example: 
DES Training
OFM Training

	Sub Category Name
	Agency Acronym + sub Category Name

Example:
DES Customer Service

	Classrooms

	Classroom Name
	Agency Acronym + Classroom Name
(Room, Conference, Office, Auditorium, Meeting, etc)

Example:
DES Classroom01
DSHS Deschutes

	Locations

	Location Name
	Agency Acronym + Location Name

Example:
DES Jefferson Building


[bookmark: _GoBack]When creating data in the LMS, ALL data will begin with your Agency Acronym.  



	Groups

	Parent Group Name
	Business Area
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  All agency parent groups have been created.    Contact the Department of Enterprise Services if your group is not visible.

Example:
Enterprise Services, Department of

	Sub-group Name (Sub-agency, Division, etc.)
	Agency Acronym + Sub-group Name
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.

Example:
DES Managers and Supervisors

	Group and Sub-group Code
	(Parent) Group
Agency Code + 0 
Sub-group
Agency Acronym + Sub-group Code 

[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.

Example:
1790
DES SubGroup01

	Course

	Course Name
	Agency Acronym + Course Name
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.

Example:
DES – HRMS Training

	Course Code
	Agency Acronym + Course Code 
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  You may choose to use the HRDIS code if used in the past.  Otherwise, you will need to create your own codes.  Just prefix with agency acronym.
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.

Example:
DES_4569832



	Class

	Class Name
	Agency Acronym + Class Name
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.

Example:
DES – HRMS Training

	Class Code
	Agency Acronym + Class Code + Initials
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  The system will auto generate a number.
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\40LF2JQB\MC900293188[1].wmf] Dashes, Slashes and spaces are optional.  However, consistency is important.

Example:
DES456935JP

	Learning Plan

	Learning Plan Name
	Agency Specific Plans
Agency Acronym + Learning Plan Name

Example:
OFM - New Employee Orientation Training
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