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Quick Start Guide — Assigning Curricula

. Training Object Management Utiliies Information Management
From the Curriculum

| Organization Manager | User Manager | Role Manager | Curricula | Credit Users | Edit History |
Manager, click the Assign Curriculum Manager >» User Search
- H Alter Due Date For
Curriculum link from the

Alter Retake Months For

Actlon M enu. Assigned Courses
Y

Enter any part of name in search field to find user. Use Order By to set list order. Click name to edit user

Instructions P " 3 |
curriculurn. Use Assign Curriculum link for mass assignments. Use Alter Due Dates links carefully

Assign Curriculum

Order By | Default | 4

Se|eCt data fOI’ the Personnel Management  Training Object Management utilities Information Management
mandatory Events and == Curricula Assignment > Curricula Assignment

Users fields (*) and the Conoe Instructions gﬁ‘;u:sle‘-ls-ﬁrasthlgrrlauci\:\:eﬂ:\ or Replace Curricula, then click Continue
desired Date and Copy

Modify User Curricula

:
O ptl ons Alter Due Date For ==
. Assigned Courses 35 selacted ‘%ﬁ

Alter Retake Months For
Assigned Courses

Click the Continue link in 12 selecied B

1 Reports
the Action Menu.
Favarites
Glossary © Set Due Dates Automatically
FAGs O Set Due Dates from
Electives Catalog O Set Custom Due Dates

Survey Catalog

@ Copy and Append Curricula
O Copy and Replace Curricula

Wy Profile

Instructor

C | i C k th e Execute I i n k i n Personnel Management Training Object Management Utilities Information Management

the Action Menu and OK Curricula Assignment >> Copy Confirmation

In the O u Execute Instructions Setting Due Dates Automatically: dates will be based on Course settings. Due Dates for existing curricula will
p p p Cancel not he overridden. Click Execute link in Action Menu to continue

Windows Internet Explorer
Wodify User Curricula

Alter Due Date For
Assigned Courses

Alter Retake Months For | COUISE 135PUMP
Assigned Courses

This will APPEND the selected Users with the following Events

Type

'.:/I This action will APPEMD the Curriculum For 1 Users,
. Td
Positive Displacement Pumps = D2 you want £ cantinue?
Course 811CNSP Confined Space Entry

Course 827BLOCD Bloodbome Pathogens

Fast Track: Tracks, Use the Track and Job Managers to group courses to make training
Jobs, and Favorites administration even easier. Use Favorites to group events and
users you use frequently.
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