Mass Assignment of WA-State IT Security Courses
Agency Administrator Role
1. Login into the LMS.
2. Change your role to Agency Administrator.
3. Click on Administration  Learning Activities  Mass Assignment
Mass Assignment can be made to an individual user or to a Group (your agency).  The group assignment is called an Automatic Assignment.  
Individual assignments are managed by you.  When a new employee is hired and placed in the LMS, you come here and assign the course.
Automatic Assignments will assign the course automatically based on the groups you select. Also, new employees placed in these groups will automatically receive the assignment.
· To complete a Mass Assignment to individual learners goto step 4.  
· To complete a Mass Assignment based on your groups goto step 5.
4. Assigning to individual learners:
a. In the Search For field type WA-State and click Go.
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b. Click on the course name.
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c. Click on the Assign More Learners button.
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d. In the Term Option section select either No due date or recurrence or Set due date or recurrence
No due date or recurrence just assigns the course to the learner to take whenever.  Set due date or recurrence allows you to input a due for the course to be completed.  Additionally, you have the option to make the course reoccur on a set frequency like every year or every five years, etc.

e. Choose Set due date or recurrence and click the Begin button.
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f. Choose your users using the bucket feature, if needed.  Then click the Next button.
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g. On the Set Assignment Terms page you designate when the course is due and if it reoccurs. You can also set reminders for before the due date as well as after the due date.

h. In the Course due upon a set number of days after: choose Registration Date.
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i. In the course due date put how long you want to give your users before they have to complete the course 30 days, 60 days, 90 days, etc.
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j. Since this is the initial course we don’t want to reassign it every year.  Leave the Reassign the course every field blank.

k. For reminders you can add up to five before the course is due and up to five after the course is due.  Just put a number in the Days before field.
Learners do not receive the reminder emails once they have finished the course. It is only if they haven’t finished the course that they and their supervisor (if one is designated in the LMS) receive the reminder emails.
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l. Click the Next button.
m. Review your entries on the Confirm Your Selections page.  If you are satisfied with your choices click the Save button.
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5. [bookmark: _GoBack]Automatic Assignments
a. In the Search For field type WA-State and click Go.
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b. Click on the course name.
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c. Click on the Automatic Assignments tab.
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d. Click on the Create Automatic Assignment button.
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e. In the Term Option section select either No due date or recurrence or Set due date or recurrence then click the Begin button.
No due date or recurrence assigns the course to the learner to take whenever.  Set due date or recurrence allows you to input a due for the course to be completed.  Additionally, you have the option to make the course reoccur on a set frequency like every year or every five years, etc.
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f. Type in a name for your Automatic Assignment. Remember to use your agency acronym at the beginning. It is also good practice to make the name meaningful. 

In the example below the name is DES 30 days No recurrence group rules. This means that it is a DES assignment, the course will be due in 30 days, it doesn’t reoccur and it is being assigned based on groups. 
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g. Next to Rule Condition select the second option User should be in ANY selected groups or custom user attributes.
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h. Leave the Do not automatically remove assignments checkbox blank.
i. Click the Next button.
j. Click all the groups that will be a part of this Automatic Assignment.
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k. Click the Next button.
l. On the Select Custom User Attributes page, click the Next button.
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On the Set Assignment Terms page, enter when the course is due and if it reoccurs.  You can also set reminders to occur before the due date as well as after the due date.

m. In the Course due upon a set number of days after: choose Registration Date.
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n. In the Course Due In field enter how long you want to give your users before they have to complete the course 30 days, 60 days, 90 days, etc.
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Since this is the initial course we don’t want to reassign it every year so leave the “Reassign the course every:” field blank.

o. For reminders you can add up to five before the course is due and up to five after the course is due.  Just put a number in the Days before field.
Learners do not receive the reminder emails once they have finished the course. It is only if they haven’t finished the course that they and their supervisor (if one is designated in the LMS) receive the reminder emails.
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p. Click the Next button.
q. Review your entries on the Confirm Your Selections page.  If you are satisfied with your choices click the Save button.
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Automatic Assignments are processed in a batch process.  An assignment created in the morning will go into effect in the afternoon and an assignment created in the afternoon will go into effect the following morning.
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