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Purpose

The purpose of this job aid is to guide you through the step-by-step process of creating
an instructor-led item.

In this job aid, you will learn how to:

e Task A. Create an Item
e Task B. Add a Time Slot
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= Task A. Create an Item

1. Select the Learning Administration link.
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2. Select Learning Activities to expand the menu of options.
3. Select Items.
4. Select Add New.

Learning Administration

Menu Recents

My Leaming

» Manage User Learning

Admin Center v

4=

Classes

Programs
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~  Content

Items

Saarch

Enter a value for each field that you want to use to filter your search. Some fields allow you fo select from a
list of values. You can also add or remove search criteria to further refine your search.

Case sensitive search-

Search All Locales:

ltem Types:
Item ID:

Revision Data:
MMDDYYYY)
Revision Number:
Item Title:

Online Setfings:
Security Domains:
Orders Enabled:

Create Date After:
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Locale should be set to English.
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Enter a Title.
9. Select a Source from the drop-down list.
10. Enter the Security Domain.

11. Select Delivery Method from the drop-down list.

Select the Item Type from the drop-down list.

Ensure the Auto Generate box is checked for the Item ID.

12. Select an Assignment Type from the drop-down list.

13. Select the Approval Required to self-register checkbox, if appropriate.

14. Enter the Description.

NOTE: There are other fields you can fill out that are optional.

15. Select Add.

Add New

Items

= Add New

Add New ltem

* = Required Fislds

* ltem 1D
Revision Date © e
MM/DDMYYYY) L=

Revision Time :
(hhzmm AMPM)

“ Locale: Englizh |«
= ——
“Item Type W

M Auto Generate

MIFM
Revision Number:

Classification:

Add Reset

Source 1D

Security Domain 1D-

=N

Delivery Method:

I Assign. Type ID:

T ™
Approval Process ID: |
| Approval Required: ] |®
Active

Auto Record Competency Rating on ltem Completion: [ ]

User can Add to Learning History: O
Managers can Add Learning History for direct reports: []
Create Date: v
(MM/DDIYYYY) e

Prevent Multiple Class Registration Interval:
(0 (104}

Description

Comments:

v0
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Task B. Add a Time Slot

1. Select Agenda Template.
2. Select Add Time Slot icon.

Item Search

Test Item
4557704

Other Status: Active
._--"' —_— Department of Veterans Affairs (VA) Cover Page: Inactive
Revision/Date: Veersion 1, 9/16/2020

~ R

Description Duration Delay Start  Location Type

There are no time slots associated with this item.

Agenda Template el +

Actions ~

Curricula >

Enter the Day.

Enter a Description.

Enter the Duration (how many hours the time slot will be).
(Optional) Enter the Delay Start.

Select the Location Type from the drop-down list.
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Select Save.

Add Time Slot

Location Type:
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9. You have successfully added a time slot.
NOTE: You can repeat steps 2-8 to add more time slots.

Item Search Actions ~
Test Item

4557704

-] | Instructor-Led Status: Active
1 Department of Veterans Affairs (VA) Cover Page: Inactive
Revision/Date: Version 1, 9/16/2020
. =
< ont Agenda Template Classes Request Reasons Class Requests Librari Categori G gr Pr >
Agenda Template + 7
Description Duration Delay Start  Location Type
v Dayl e
ABC 2.00 hours Classroom (Classroom])
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