Assigning a Learning Plan
[bookmark: _GoBack]From the dropdown menu located in the top right hand corner of the page, change your role from Learner to Supervisor.
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On the Home page click on the Administration Tab. 
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Click on the Learning Plans link.
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Under the Plan Library heading click on the Assign Learning Plan button. 
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The Assign traditional learning plan radio button should be selected. Click on the Begin button.
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Enter the name of the learning plan in the Search box and click on the Go button.
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In the search results, click on the check box to select the learning plan and then click on the Next button.
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Enter the name of the learner in the Search text box and click on the Go button.
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In the search results, click on the check box to select the learner. If you’re assigning just one learner to the plan, click on the next button. If you are adding more than one learner, click on the Bucket button. This allows you to add multiple learners to a learning plan in a single session. 
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Next enter the name of the learner in the Search text box and click on the Go button.
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In the search results, click on the check box to select the learner.  If you’re assigning just one learner to the plan, click on the next button. If you are adding more than one learner, click on the Bucket button.
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When you are finished adding learners, click on the Next button. 
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Under Date Rule you are required to make this a onetime assignment or a recurring assignment. For this example I decided to make this a onetime assignment and have it due on a specific date. Click on the radio button then click on the # sign to pick a date utilizing a popup calendar.
You have the option of creating notifications for the learner. I’ve checked the boxes for the learner to be reminded 7 days and 30 days before the assignment is due.
You also have the option of creating past due notifications. I’m creating past due notifications to be sent out 7 days and 30 days after the assignment is due. Click on the Next button.
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After you confirm that the information is correct click on the Save button.
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A message will appear at the top of the page stating that the learners have been successfully assigned.
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