Title: Add Training to Employee’s Transcript
	
	

	Purpose
	Use this procedure to create a course and class in the Learning Management System.
· Add training record to a Learner’s transcript


	Prerequisites
	· Must be assigned the Agency Administrator or Course Author role.


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

	
Helpful Hints
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  The course must be created first before creating a class.  

To search for an existing course, following these steps:
1. Go to Administration  Learning Content  Courses
1. In the Search for box, enter your course code or your agency acronym (DVA).  Click Go to start search.
1. A list of all available courses will appear.
1. If the course does not exist, proceed to step 4 of the procedure.

Note: Once the course is created you don’t have to recreate it if another employee needs credit for the same training.





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

	2. 
	Click [image: ] tab.


	3. 
		IF
	Go To

	You are creating a course, (if the course already exists, go to step 17)
	Step 4


	You are creating a class,
	Step 17


	You are copying a class (class must already exist),
	Step 30





	4. 
	From the Learning Content menu, select Courses.

	5. 
	Click [image: ] to begin. 


	6. 
	Choose the Course Type – Instructor-led.
Click [image: ] to proceed.
[image: ]


	7. 
	You will be taken to the Course Details screen, complete the following fields:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Course Name
	R
	Enter the name of this course as you want it to appear in the course catalog, reports and any completion certificates.
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] The course name should begin with your agency acronym.  You only need to create this once.
Example: Agency Acronym Course Name

	Description
	O
	Enter a description for this course as you want it to appear in the course catalog, reports, and any completion certificates.

	Subject Matter Expert
	O
	Enter the name of the subject matter expert, if applicable.

	Catalog Course Code
	R
	Enter the unique identifier used to track this course. Think of this as an inventory number for the course.
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] The course code should begin with your agency acronym. 
Example: Agency Acronym-XX


[image: ]

	8. 
	Click [image: ] to proceed to the next step.

	9. 
	In the Course Settings section, complete the following fields:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Status
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]
	R
	Active – Keep the course active until you have provided credit to all employees.
Inactive – Once you are done giving credit to the employees, inactivate the course.  This also helps clean up the course catalog.

	Featured Course in Catalog
	O
	No. 
**IT NEVER AUTOMATICALLY CHANGES TO NO.  YOU NEED TO INSTRUCT COURSE AUTHORS TO REVIEW THEM EVERY 90 DAYS**

	Must Pass Test Build in the LMS Test Engine to Complete
	O
	No. 
**ONLY APPLICABLE IF BUILT USING THE TEST AND SURVEYS FUNCTION

	Allow Learner to Provide Feedback
	O
	No.
**NOT ABLE TO MODERATE TO THEM.

	Certificate Available Upon Completion
	O
	No. 

ABLE TO ATTACHED A CERTIFICATE OF COMPLETION TO THE COMPLETION NOTIFICATION (CURRENTLY TURNED OFF)

	Administrators Can Print Certificate Prior to Completion
	
	

	Show Class Roster
	O
	No. 




[image: ]


	10. 
	Click [image: ] to proceed to the next step.

	11. 
	In the Vendor Details section, select ‘Vendor information not required’.  Click [image: ] to proceed to the next step.
[image: ]


	12. 
	In the Catalog Access Codes section, click [image: ] to proceed to the next step.
[image: ]

	13. 
	In the Categories section, click [image: ] to proceed to the next step.
[image: ]


	14. 
	You will be taken to the Confirm Your Decisions screen.  Please review and verify your information is correct.  
[image: info]  You may make corrections to any of your information by clicking [image: ]  to the appropriate screen.

	15. 
	Once you have verified the information provided, click [image: ] to continue.  
You have created the course.

	16. 
	To Create a Class - From the Learning Activities menu, select Class Manager.

	17. 
	Click [image: ] to begin. 

	18. 
	Choose the default ILT Delivery Method – Classroom.

	19. 
	From the Resource Allocation option, select Determine classroom only.
[image: ]

	20. 
	From the Catalog Access Code Allocation option, select Inherit Course Catalog Access Codes.
[image: ]

	21. 
	The following steps will include scheduling resources.  Click [image: ] to proceed.

	22. 
	You will be taken to the Class Details screen, complete the following fields:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Class Name
	R
	Enter the name of the class.  (Same as course)
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] The course name should begin with your agency acronym.  You only need to create this once.
Example: Agency Acronym Course Name

	Class Code
	R
	This is the unique identifier for this class. 
Agency Acronym + System Code + Initials
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]The system will auto-generate a code, but you can change it as desired.
Example: (XXX) System Code XX
DRS123459JP

	Description
	O
	This is the description of the class. This will be included in the registration notification. (Character Limit = Unlimited)

	Status

	R
	Select an appropriate status.
Example: 
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] Tentative  – This is important as it prevents the system of sending any email notifications to the employees regarding their registration.  This will eliminate any confusion for the employee. 

ACTIVE – May also be used if the class date has already passed.  If the date is in the past email notifications will not be sent.

	Contact Name
	O
	The name of the person that learners should contact if they have questions about this particular class.

	Contact Phone
	O
	The telephone number for the contact person.

	Maximum Class Capacity
	R
	The maximum number of learners that you will allow to enroll in this class. (No special characters allowed.)

	Send Reminder Emails For Sessions
	O
	Check this option and enter the Days, Hours or Minutes.  You may also enter an Additional Message for Reminder.



[image: ]

	23. 
	Click [image: ] to proceed to the next step.

	24. t
	[bookmark: Recruiter]In the Vendor Details section, select ‘Vendor information not required’.  Click [image: ] to proceed to the next step.
[image: ]

	25. 
	In the Select Course section, choose the course to which this class will belong.  
[image: ]
Click [image: ] to proceed to the next step.


	26. 
	You will be taken to the Choose Session Dates – Session Dates screen, complete the following fields for a 1-day class:

	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Start Date
	R
	The date when this class will begin its first session. You may use the calendar icon to view a monthly calendar.

	Session Start Time
	R
	The time of day when this class will begin its first session. Be sure to select AM or PM from the drop-down. (Character Limit = 5)

	Session Time (in hrs)
	R
	The duration of each class session in hours.




*You may ignore the Recurring Class Sessions section – leave as is.
[image: ]
You may add additional class dates/times, by editing the Class and adding additional sessions.

	27. 
	Click [image: ] to proceed to the next step.

	28. 
	You will be taken to the Registration Dates screen, leave this blank.
[image: ]
Click [image: ] to proceed to the next step.

	29. 
	You will be taken to the Choose Available Classroom screen. Use the search criteria to locate and select the classroom to associate with this class session. Only available classrooms will be displayed in the list. 
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]If this is for a past training, check the box for No classroom required (scroll down to the bottom).
[image: ]
[image: ]
Click [image: ] to proceed to the next step.


	30. 
	You will be taken to the Confirm Your Decisions screen.  Please review and verify your information is correct.  
[image: info]  You may make corrections to any of your information by clicking [image: ]  to the appropriate screen.
Click [image: ] to save your entry.

	31. 
	You have completed this process.  Next, you will mark the training completed. (See Transcript Add To Transcript Quick Class Reconciliation procedure)



[image: Blue HR Logo]5 of 10
image2.png




image3.png
Create Course




image4.png
Begin »




image5.png
Create Course Wizard

Create Course
Instructions.

Use this wizard o easiy and quickly create a course. This step-by-step process helps you o assign Catalog Access Codes and Prerequisies, apply
catalog seftings, and manage the course setings. To begin, choose a course fype, choose a prerequisite selting and cick |Begin
* Required Field

*Choose Course Type: [Select One: 5
“Course Requires Oyes ©no

Prerequisites:

Cancel





image6.png
Create Course Wizard
Create Course

Define Course Details

Provide a name and other details for the course. Click [Next] to continue.

* Required Field

Details.

*Course Name:

Parks Sample Course.

Training Objectives

‘Subject Matter Expert

Delivery Type:

7

Instructor Led

*Catalog Course Code (ID)

Parks_4650XK

URTTo 3ccess extemaT matemar

CEU

Duration:

Cost to Leamer
‘Subscription Term:




image7.png
Next »




image8.png
Create Course Wizard

Create Course
Course Settings

‘Speciy the settings that you want for this course. Cick [Next] to continue.
* Required Field.

status
“Featured Course in Catalog: Oyes ®no

“Must Pass Test Builtin the Oyes ©no
LMS Test Engine to Complete:

“Allow Learner to Provide Oyes ©no
Feedback:
“Type of Feedback:

slect One: v

*Certificate Available upon Oyes ®no
‘Completion:

*Show Class Roster (ILT): Oyes ®no




image9.png
Create Course Wizard

Create Course
Provide Vendor Details.

Please select one of the two options below. I his is a new vendor course, provide appropriate nform:
* Required Field

O Select from existing vendors in system

Choose Vendor: [Select One:

® Vendor information not required




image10.png
Create Course Wizard

Create Course
Assign Catalog Access Codes.

Assign Catalog Access codes to give users access o this course from the catalog. Move CAC names befween the
item name then ciicking |Add | or Remove . Clck [Next|to continue.

Assign Catalog Access Codes

Available Catalog Access Codes: Assigned Catalog Access Codes
[Accounting and Finance

Career Development

City of Ellensburg Library
Communication Training
‘Customer Sevice Training
Defensive Driving
[Defensive Driving with WSP

Select Al Select Al

Selecta range by cicking th frst e, then hold [ Shift| and cick th lastfem of the desired range. You can iso tog
cicking

ik





image11.png
Create Course Wizard

Create Course
Assign Categories.

Select the categories to assign o this course. To vie
‘Select checkboxes to assign categories to this cours

Categories.
© Accounting and Finance
O Career Development
O Communication Training
O Customer Senvice Training
O Deskiop End-user Training
@ O GOV - Office of the Governor
O HCA Training Library
O HRMS Training
O IT Technologies
O Management Training
O Professional Training
O Project Management Training
O Risk and Safely Training
O Single Course Offerings (clementK)
O six Sigma Training
O Web and Application Development

ExpandColapse




image12.gif




image13.png




image14.png




image15.png
Create Class




image16.png
Resource Allocation: O Determine classroom, instructor(s), equipment




image17.png
Catalog Access Code Allocation: @ Inherit Course Catalog Access Codes

O Select Class Catalog Access Codes




image18.png
= Required Field.

*Class Name: [DRS Driver Safety

*Class Code: [DRS 225064808lkt

Description:

*Status: [Active v

Contact Name:

Contact Phone:

Private Class: |

Cost to Learner:

*Maximum Class Capacity: [20

Enrollment Options: | Allow Enrollment to Exceed Class Capacity

Minimum Attendees:

Entering a value here makes the Registration Closed
Date and Time field required as the automatic
cancellation of the class is controlled by the
Registration Closed Date and Time.

Automatic Cancellation Reason: |(select One)

An Automatic Cancellation Reason must be selected
when the Minimum Attendees field is populated.




image19.png
Create Class Wizard / Provide Vendor Details

000

Please select one of the two options below. If this is a new vendor course, provide appropriate
information below. Click [Next | to continue.

* Required Field.
Choose Vendor Allocation: ® Vendor information not required

O Select from existing vendors in system

Select Vendor:

Select One: v

(“cancer | [[apravions | [ neses





image20.png
Create Class Wizard / Select Course

Search for and select the desired course. Click [Next| to continue.

Displaying 1-10 of 46 records.

Select  Course Name o
O  mssymposium

O OFM-IT strategies and WaTech OFM Connections

O WAState IT Procurement Authorizing and Operating Environment

. 2 3 4 5 > »




image21.png
+ Required Field.

Session Dates:

*start Date and
Time:

Enter date and time in format /d/yyyy himm tt.

*Time Zone: [(yTC -07:00) America/Los_Angeles

o5

Recurring Class Sessions:

*oceurs: [\veerly

v

Select

[Jsun ] Mon [ Tue [] Wed []Thu [ Fri []sat

* Ending:
@ No recurrence

O Recurs for [ week(s)

O until l:l

Enter date in format #/d/yyyy.





image22.png
Specify when registration will open and close for this class. If any of these data fields are left blank,
enforced. Click [Next] to continue.

Wednesday, March 29, 2017 1.
Wednesday, March 29, 2017 12:

0 AM (America/Los_Angeles)
0 AM (America/Los_Angeles)

Registration Open and Closed Dates:

Registration Open Date and ‘
Time:
Enter date and time in ormat w/a/yyyy himm .
Closed Date and Time: ( ]

Enter date and time in format /d/yyyy himm tt.




image23.png




image24.png
Create Class

Create Class Wizard / Choose Available Classroom

6600060600

Select classrooms from available classrooms below. When applicable please select the individual session and click [set| to allocate

resources. Click Next| to continue.

Session Dates: [Wednesday, March 29, 2017 12:00 AM to 12:30 AM (America/Los_Angeles)

Select  Classroom Name o

O #1Building - Lacey Campus SPSCC
O #1DES 3rd Floor Training Rooms.

© 1500 Jefferson - 1st Floor

Do bttt B 51913

Location Name

SPSCC - Lacey (4220 6th Ave SE)
DES 1500 Jefferson - Olympia

DES 1500 Jefferson - Olympia

city
Lacey
olympia

Olympia

state

WASHINGTON

WASHINGTON

WASHINGTON

Capacity

100
130

195

Conflicted

No

No

No




image25.png
(O WSU Lewis Alumni Center - Regents
Room

O Yakima Holiday INN

O YVSPTRoom108

WSU (Pullman)

Yakima WA Holiday INN

DSHS ADSA - Yakima - Yakima
Valley School

Pullman

selah

WASHINGTON 28 No
28 No
3 No




image26.png




image1.png




image27.jpeg
/ Fstngon Sttt
Ete Sni




