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Purpose

The purpose of this job aid is to guide you through the step-by-step process of creating
and configuring a cohort.

In this job aid, you will learn how to:

e Task A. Create a Cohort
e Task B. Configure a Cohort
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Task A. Create a Cohort

1. Select People.
2. Select Cohorts.

3. Select the Add New link.
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» Learmning Activities

» Content

=10

Users
Instructors
Organization:

User Groups

5

Change Assigned Manager

Admin Center +

Cohorts Search fladd New fll )

Search Saved Searches O

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

Case sensitive search: ) Yes ® No
Cohort ID: Staris With v
Description: Starts With ]

AddiRemove Criteria ©

Search Save As Reset
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4. Enter a Cohort ID.

5. Enter a Security Domain. Select the Search icon to search for and select a
security domain if you’re not sure what to enter in that field.

NOTE: You may complete the other fields on this page as necessary, but they
are not required.

6. Select Add. You have successfully added a new cohort.

Add New

Cohorts a

= Add New

Add New Cohort

* = Requigad Eicld
* Cohort 1D:

* Security Domain: C, [DvaA

Max Size: [

{1000,001)

Start Date:
(MMDDYYYY) ]

End Date: [* |
MMIDDIYYYY) i
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Task B. Configure a Cohort

L Dn -

Select the Classes tab.

Enter the Class ID if you know what it is.

Select Add.

If you do not know the Class ID, select the add one or more from list link to
search for and select Classes to associate with the cohort.

Cohorts

= Search = Search Results = Edit Classas

Cohort 1D: DVA-1003

Description: V23 Employee Type 1

Summary m Register Rules Users

Edit the Cohort

Add a Class to the Cohort

Enter Class |D offadd one or more from list

Custom Fields

Search | Add New | &

Clags ID:

T Auto Register

Update the Classes for the Cohort

There are no current or future classes associated with this cohort.

View: | Currant and Futura Classes | v |
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Select Register Rules tab.

Select the Registration Status from the drop-down list.

Enable the Withdraw Rules by selecting the Learning Plan checkbox.

Select the Notification Rules to indicate who will get an e-mail confirmation

when someone enrolls or withdraws from the cohort.
Select Apply Changes.

Cohorts

= Search > Search Results > Edit Registration Rules

Cohort ID: DVA-1003
Description: V23 Employee Type 1
Summary Classes i Users Custom Figlds

Edit the Cohort

Registration Rules

Search | Add New

Apply Changes

I Registration Status: |Active Registration (Enrolled)

10

Reserved Seats: [ ] Use a User's organization's reserved seats when possible
[] Use a User's User Group's reserved seat when possible

Class chargeback

- )Mo Charge
setting:

(O ahways charge these account codes:

Edit

® Use the class's chargeback seffings

account codes:

Edit

Fmail Notification Rules

Fmail confirmations to: ] yser (] Primary Instructor L] Manager (] Contacts

When class chargeback requires a User account code, use these

Withdraw Rules
| Leaming Plan: Remove associated items from Users' leaming plans |

Apply Changes

(*]
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10. Select the Users tab.

11. Select the add one or more from list link to search for and select users to add
to the cohort.

Cohorts Search | Add Mew

= Search = Search Results > Edit Users

Cohort ID: DVA-1003
Description: V23 Employee Type 1 @
Summary Classas Register Rules Custom Fields

Edit the Cohort

Add a User to the Cohort

Enter User ID of add one or more from fist. Q

User ID: Add

12.Enter Search Criteria to locate users to add to the cohort.
13. Select Search.

Users

Search

Resuls

Search Users

Enter 8 valus for each fiald that you want to use fo filter your search. Some fields allow you fo select from a list of values. You can
slzo add or remove search crteria to further refine your search.

Keywaord: 1 @

User ID: Starts With =3

Last Name: Starts With =3

First Name: Starts With vl

User Status: ® Active O Not Active O Both

Security Domains: Starts With £ T

AddiRemove Criteria © Reset
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14. Select the Users you want to add to the cohort.
15. Select Add.

Users

Add Reset

Sedact All / Dessalect All

User ID Marme Selact
@ E
5

Select All | Deselact All

@ Add Reset

16. Once User(s) have been added to the cohort, you may manage their Status by
selecting the appropriate status from the drop-down list.

17. Select Apply Changes. You have successfully configured a cohort.

Update the Users for the Cohort
Apply Changes Heset

Records per Page |10 [ |Page:1 2 3 4 B oPrevicus Nests (16,710 total recards) Page 1 af 1871, £

Select All ! Desalect All
User ID Mame Status Remaove
Anoihe st Comiments

L] [<] <] [<) [<] [<] [<] [<] [<] [<
oooooooooo

Move 1o Anciher Cabort  Comment

Recards per Page |10 [ v |Page: 1 2 3 4 5 sPrevious MNexts (16,710 iotal recards) Page |1 ot 1671. [E9
Seldact Al Desedect All

@ Apply Changes Reset
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