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Assignment Manager
Note: If you want to learn how to reassign, archive and/or remove a module; see the Help document named ‘Reassign, Archive and Remove Module’. 
Overview  
The Assignment Manager is used for grouping individual lessons into assignable modules. A module is made up of one or more lessons and is used to deliver those lessons to Learners. Lessons can also be assessments, checklists, discussions, and/or Skills (if your organization has these options). By creating a module of lessons as one unit, you can easily assign the module simultaneously to multiple Learners. The module can be assigned to an individual Learner, to a department or group of Learners and to your selected Learners. 
Note: Selected Learners are groups of Learners you define in the LMS when you want to group Learners from different groups, departments, and/or facilities, to assign training to. See “Managing the Selected Learners List” later in this Help document. 
Creating and assigning the modules is an easy four-step process:
1. Select the lessons from the ‘Manage Queue’ tab that you want to add to the module. 
2. Create the module by giving it a title and adding the selected lessons. 
3. Add properties to lessons (e.g., due date, assignment priority, randomize test questions by lesson) and modules (e.g., passing score, pre-test option).
4. Assigning the Module is quick and can be done by individual, department, group or selected Learners.
1. Selecting Lessons for a Module

Lessons can be selected from one course or any combination of courses. You can select lessons from courses your organization has licensed or from other modules your organization has created. Lessons can include assessments, checklists, discussions, and Skills (if your organization has these options). 
Tip: Try not to overwhelm your Learners with more lessons than they can handle.
Steps to Add Lessons to the Queue for a New Module:

1. From the menu bar, select E-learning — Create an Assignable Module.
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2. Click the Manage Queue tab.
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Tip: If there are lessons already listed on this page you are not going to use, either click Remove All or select the checkboxes of the lessons you want to remove, and click Remove Selected.
3. Click the Add Lessons button. 
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4. Select the Courses or Modules drop-down list, and select one of the courses or a module you want to use to create your new module. If you want to add an Assessment, Discussion, or Checklist, see Step 5. If you want to add Skills, see the Help document named “Skills”, then select Create a Module with Skills.
· Courses — lessons licensed by your organization and can include Assessments, Discussions, Mosby Nursing Skills and Organization Created Checklists at the top of the drop-down. (See Step 5.) 
· Modules — modules already created using lessons licensed by your organization.
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The example below shows a course named ‘Medical-Surgical Nursing: Pain Management’ was selected from the drop-down. 
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5. To add an Assessment, Checklist, and/or Discussion, (if your organization has these options), you would select from the following options from the Courses drop-down at the top of the selections, see image below. 
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Note: If you want to add Skills, see the Help document named “Skills”, then select Create a Module with Skills.
6. Click the Select Course button. 
A list of lesson names in the selected course opens.
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7. Click the appropriate checkboxes to the left of the specific lesson names you want to add to the module.
Tip: If you want to select all the lessons, click the checkbox at the top “Add all of the lessons below.”

The example below shows that all lessons were added to the Manage Queue. 
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8. Click the Add Selected Lessons button located at the bottom of the screen.  
A message displays that the lessons were added. 
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9. To continue to add additional lessons (assessments, discussions, and/or checklists) from courses and/or modules to your lesson queue, repeat 
Steps 4 – 8. 
10. When you have finished selecting your lessons, click the Return to Lesson Queue button. 
The example below shows the three (3) lessons that were added to the Queue. 
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· Now you are ready to create your module.
2. Creating the Module by adding the selected lessons from the queue
You need to create a module to deliver lessons to your Learners. Once you create the module’s name and add the lessons and a due date, you can add additional properties (e.g., passing score, option to take a pre-test) to the module.  
Steps to Create a Module by adding the selected lessons from the queue:
1. If you are not already at the ‘Create Module’ tab, from the main menu, select 
E-learning — Create an Assignable Module. You should have already selected the lessons you want to add to the module (see ‘Selecting Lessons for a Module’).
2. Click the Create Module tab if not selected. 
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3. Type a name for the new module (e.g., Med/Surg Pain Management).
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Step 2. Select the lessons you want in your module, and change assignment properties as needecl.
After the module is created, use the Edit Module tab to configure more module, lesson, and test properties.
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Tip: If you manage multiple facilities, you may want to begin your module name with a particular facilities initials so that all modules for any given facility stay together. 
4. Optional. Make it Global: Select if you want all administrators to have access to assign and edit this module.
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5. Either click “Add all lessons below to the new module” to add all the lessons listed below, OR from ‘Select Lesson Name’: Click the checkboxes in front of the Lesson Names you want to include in the new Module.  
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The example below shows that two lessons were selected to add to the new module. 
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6. Optional. Assign a Due Date: The system automatically defaults to 90 days from date of assignment as the timeframe for completion of the selected lessons. If you want the lessons completed in more or less than 90 days from the date of assignment, enter that number under Complete Days. When the module is assigned, the LMS automatically calculates the Date Due based on the number of days entered here.
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If the assigned lessons must be completed by a specific date — no matter when they are assigned — then add that date under the Due Date (mm/dd/yyyy).  
The example below shows that the first class listed has a Due Date added: 06/24/2008. This means that the 50 days to its left will be ignored. 
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7. Click Create the Module button at the bottom of the list. 
You will receive the message “The module <name of module> was created successfully!”  
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· Now you are ready to add/edit modules, lessons, and test properties.
3. Adding/Editing Modules, Lessons and Test Properties
Once a module is created you have the opportunity to add properties to individual lessons and/or the whole module. 
For example:

· Choose the passing score for the test and require a pretest.

· Require Learners to open every page of the lesson before they can access the test.

· Allow Learners to “complete” the lesson by passing a pre test.

· Choose the number of test questions from the test bank and randomize how they appear if a Learner takes the same test more than once.
Steps to Edit Lessons and Properties in a Module

Properties can be applied to all lessons in the module or individual lessons. 
1. From the main menu, select E-learning — Edit Existing Modules
2. Find the module that contains the lessons you want to add/edit properties for. 

3. Click the Lessons tab if you are not already there from the ‘Edit Module’ page and tab. A list of all the lessons in the module displays along with the options: Complete Days, Due Date, Priority, Randomize Test, Test bank Deliver and Test Bank Size.
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4. From ‘Change All Lesson Properties’ you can set the Complete Days, Due Date, Priority and Randomize Test for all lessons at once by adding information on that line and clicking Update.
The example below shows the same Due Date entered for both lessons as well as the Randomizing Test questions for both lessons. 
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5. The ‘Individual Lesson Properties’ allows you to make changes to individual lessons. Including changes to Complete Days, Due Date, Priority, Test Required, Randomize Test and if available, Test Bank Deliver and Test Bank Size. 
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Tip: You may also remove and add lessons from this page.

6. From ‘Select’ checkbox - check the Select checkbox to the left of the lesson or lessons you want to edit one or more properties for. 
The example below shows both lessons selected for editing. 

[image: image22.jpg]Complete Randomize Test Bank Test Bank
Select Lesson Name Days  DueDate Priority Test Deliver ~ size
Tra 17.2 Pain Management: Acute and Chronic Pain: Overview (% 4

(m] (14 max.)
ez | 4 O

Med/Surg 17.1 Pain Management: Overview 0 (13 max.)

Save Lessan Changes




Complete any of the following optional selections:
· Complete Days: the number of days the Learner has to complete the lesson from the date it is assigned. 

· Due Date If the lessons are due to be completed by a specific date regardless of when they are assigned add the date here (mm/dd/yyyy).

· Priority this effects the order lessons appear in the Learner’s lesson plan. If you want the lesson to be first then set the priority to 1.  If all lessons are at the same priority they appear alphabetically in the order of their due dates. 
· Test Required: Check this box if you want to require a test. 
· Randomize Test: Check this box to have the test questions appear in random order each time a Learner takes the test.

· Test Bank Deliver You may add the number of questions you want to appear on the test but you may not choose more lessons than available in the Test Bank. 
· Test Bank Size: Maximum number of questions available for the test.

IMPORTANT: For Lessons that award Certification, the number of questions in the test is set by the accrediting provider and may not be changed.  
The example below shows separate ‘Due’ dates and ‘Priorities’ assigned to each lesson, but both lessons randomize answers and can deliver 13 questions on the test. 
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7. Click the Save Lesson Changes button when you have finished making changes to the lesson or lessons you want to edit.
· Now you are ready to add/edit test properties to a module.

Adding/Editing Test Properties to Modules (e.g., minimum test score)

When you set test properties by Module, all properties are applied to the lessons in the module. You can set a minimum test score, a minimum pretest score, a frequency for retakes, and/or require a pretest, require a lesson to be completed before the test can be attempted, and to show correct answers for each question in the testing summary. 
IMPORTANT: For lessons that award Certification, the minimum test score may be set by the accrediting provider and may not be changed.  
Steps to Add/Edit Test Properties in a Module

1. From the main menu, select E-learning — Edit Existing Modules, then find the module that you want to add/edit the test properties. 

2. Click the Test Properties tab.
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3. Complete any of the following optional selections:

· Minimum Test Score – You can add the minimum score that you require to pass the test and mark the lesson complete. It can be any score from 
1 – 100. If you leave this blank, it uses the system default score set by your organization.
· Minimum Pre Test Score – You can add the minimum score you require for a Learner to pass the pre-test and mark a lesson complete. If you leave this blank it uses the system default score set by your organization.
· Retake Frequency – You can use this option to limit how frequently a Learner can retake the lesson test. If you leave it blank the Learner may retake the test immediately. If you put a 1 in the box it will be 24 hours before the Learner may retake the test.  2 = 48 hrs etc.

· Require a Pretest – You can check this box if you want the Learner to be required to take a pre-test before the lesson can be viewed.
· Require the lesson to be completed before the test can be attempted – You can check this box to require a Learner to open every page of the lesson before the post test can be attempted.
· Show correct answers for each question in Learner Testing Summary – You can check this box to show the correct answers when the test is completed. We recommend you leave this unchecked.
4. Click the Save button when you have completed your changes.
The example below shows a minimum test score of 90 for a Learner to pass each lesson’s test in the module, a minimum pretest score of 70 to pass the pretest, a retake frequency of 3 days, the pretest must be taken before the learning session can begin and the lesson must be completed before taking the post test. 
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Adding/Editing Module Properties (and Program Selection)
Module properties allow you to rename or delete your module, make it global and change ownership as well as add to a program for reporting purposes and change its assignment priority.
Note: Programs are a fast way to gather information when the same topic is delivered in multiple modules (e.g., HIPPA). When you create a module, you can “assign” a program to the module. Then, when you want to collect data on all lessons related to that program you can run ‘Program Reports’ which include all modules assigned to that program.

See the Help documents named “Programs” and “Program Reports from Reports - Admin.”

These choices affect the module not the lessons.
Steps to Add/Edit Test Properties and Programs in a Module
These steps will show you how to rename, change ownership (Make Local), add a ‘Program’ and assign a priority to the module. If you want to see how to delete a module, see ‘Manage Reassign, Archive and Remove Modules’ later in this document. 
1. From the main menu, select E-learning — Edit Existing Modules
2. Find the module that contains the modules you want to add/edit test properties to. 

3. Click the Module Properties tab if not selected. 
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4. If you want to rename the module, click Rename Module button. And a pop-up window opens for you to add the new name. Click the Rename button on the popup after you rename the module. 
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5. If you want to delete the module, click the Delete Module to delete your module. 
Note: If the module is assigned to Learners you will not see the delete button. See ‘Manage Reassign, Archive and Remove Modules’ later in this document “
6. If you want to allow other administrators to see, assign and edit the module, click Make Global.

7. If the module is a global module and you want to make it local, click the Make Local button to remove the global access to the module. 

Note: After you click the ‘Make Local’ button, you are given the option to change ownership of the module and the button changes to a “Make global” button so you can always change it back to a ‘global’ module (or Local). 
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Also If you want to allow the module to be moved to a new administrator (e.g., the creator is no longer with the organization), click the Change Owner button. A popup opens to change the current owner of the module. After you complete the popup, click the Change button. 
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8. Program Selection - If you want to assign a Program to the module click the program from the drop down menu. Programs provide an alternative way to gather reports on a module. 
Program names are used to track modules that are defined by your organization (e.g., all modules related to HIPAA training can be attached to one program for easy tracking).
9. Assignment Priority – If you want to give a priority to the module and the order it appears in on the Learners lesson plan, use the drop-down to select a number from one (1) to nine (9). High priority (9) places it at the top of the lesson plan.
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10. Click Save if you have made any changes to this page.

· Now that you have successfully created a module and added properties it is time to assign your module.

4. Assigning a Module to Individuals, Departments, Groups or Selected Learners
Modules can be assigned to individuals (one Learner at-a-time), departments (one or more department at-a-time), groups and “selected Learners” (a group of Learners you create). 
Note: To add modules to one Learner at-a-time, you can also use the ‘Manage Training’ page from Lookup Learners. The advantage of using this page is that you can assign both modules and Classes & Events from the same page. See the Help document named ‘Manage Training’ from ‘Lookup Learners’.
The basic procedure for assigning modules is the same for Departments, Groups and Selected Learners; however, Individuals are slightly different.  
Assigning a Module to an Individual

You can also remove and reassign modules from this page for the selected Learner. 
Steps to Assign One or More Modules to an Individual
1. From the menu bar, select E-learning — Assign Training To — Individuals.
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2. Click the Select Learner button on the right.
3. From the ‘Lookup Learners’ popup, type in all or part of a Learner’s last name.
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4. Click the Search button 
The Learners that matched to your search, list in the drop-down below. 
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5. Click the Learners name from the drop-down you want to add one or more modules for. After you select the applicable Learner’s name, click the Select Learner button. 

The ‘Manage E-learning’ page opens for the selected Learner from the 
E-learning Detail tab. The example below shows six (6) tabs; however, if you do not have ‘Classes & Events’, you will have three (3) tabs (the last three tabs are for organizations that use Classes & Events).
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6. Select the E-learning Assign Modules tab. 
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7. Select a module from either the drop-down for Modules your Department Created or the drop-down for Modules available to Everyone.
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8. Optional. If you want to see all the lessons in the module, you can click the View button.
9. Optional. If you want to edit the module and lesson properties or delete lessons from the module, click the Edit button.

10. Click either the Assign Now or Assign Later button. 

Assign Now – Adds the selected module in the Learner’s lesson plan immediately.

Assign Later – Adds the module in a “holding area” that keeps the module off the Learner’s lesson plan until the Learner has 3 or less incomplete lessons in his/her lesson plan. The next time a Learner logs in the module in the holding area will be assigned.  

Note: If you use Assign Later the lessons do not appear until the next time a Learner logs in. If they have completed all the lessons in their lesson plan and they think they have completed their training they may not log in again and will not receive the next module.

11. If you selected the ‘Assign Now’ button, you receive a popup to make the assignment and send email to the Learner. Click OK if you want to send the assignment and the email. OR, click Cancel if you only want the assignment made no email will be sent. You do not get the option to send the email elect to assign the module later.  
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Tip: You return to the ‘E-learning Assign Modules’ tab where you can continue to add more modules as needed for the selected Learner. 

Assigning a Module to a Department or Group

Assigning a Module to a Department or Group is slightly different than assigning to an Individual Learner.  
Steps to Assign One or More Modules to an Individual
1. From the menu bar, select E-learning — Assign Training To — Groups or Departments.

2. If you selected Departments, if you want to select more than one Department, click the ‘Select multiple Departments’ checkbox on the left. 
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3. If you selected ‘Groups’, click the Select Group button, OR if you selected ‘Departments’, click the Select Departments button. 
4. If you selected Groups, the ‘Lookup Group’ popup opens, (as shown below) OR
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If you selected ‘Departments’, the ‘Department Lookup’ popup opens, (as shown below). 
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5. If you selected ‘Groups’ follow the instructions on the screen OR, if you selected ‘Departments’ following the department instructions on the screen to narrow your search for the applicable Groups/Departments to assign modules to. 
6. Optional. If you want to see all the lessons in the module, you can click the View button.

7. Optional. If you want to edit the module and lesson properties or delete lessons from the module, click the Edit button.

8. Click either the Assign Now or Assign Later button. 

Assign Now – Adds the selected module in the Learner’s lesson plan immediately.

Assign Later – Adds the module in a “holding area” that keeps the module off the Learner’s lesson plan until the Learner has 3 or less incomplete lessons in his/her lesson plan. The next time a Learner logs in the module in the holding area will be assigned.  

Note: If you use Assign Later the lessons do not appear until the next time a Learner logs in. If they have completed all the lessons in their lesson plan and they think they have completed their training they may not log in again and will not receive the next module.

9. If you selected the ‘Assign Now’ button, you receive a popup to make the assignment and send email to the Learner. Click OK if you want to send the assignment and the email. OR, click Cancel if you only want the assignment made no email will be sent. You do not get the option to send the email elect to assign the module later.  
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10. Click the [image: image42.jpg]


 (Close) button in the upper right of the page.  
Managing the ‘Selected Learners’ List

When you want to group Learners from different groups, departments, and/or facilities, to assign training to, you might want to create a list of selected Learners. You have one list of selected Learners; however, you can easily edit the list as needed.
Steps to Create a List of ‘Selected Learners’ to Assign Training to
1. From the menu bar, select E-learning — Assign Training To 
— Selected Learners.
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2. Click the Manage My List button (upper right) to add Learners to the list. 
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3. Click the Add Learners button. 
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4. Enter search information to find one or more Learners. You must also select the checkbox for each of your search selections (e.g., [image: image46.jpg]lacate by Facility



). 

Tips for finding the Learners you want to add to the list. 
· If you want one specific Learner, enter the last name of the Learner. If you want to narrow your search, enter a Facility. Department and/or Job Code. 
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· If you want to return multiple Learners, use a ‘ % ‘ sign to return all names from your other selected items  (e.g., [image: image48.jpg]lacate by Facility



). 
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5. Click the List Learners button. 

6. Click each checkbox to the left of each Learner’s name that you want to include in the ‘Selected Learners’ list. 
Tip: If you want to include all the Learners listed, click the ‘Add all of the Learners listed above’ checkbox. 
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7. Click the Enroll button.

A message displays at the top of the page telling you how many Learners were added. 
Note: You can continue to add additional Learners from the search boxes above. 
8. Click the [image: image51.jpg]


 (Close) button in the upper right of the page. 
Steps to Assign One or More Modules to ‘Selected Learners’
1. From the menu bar, select E-learning — Assign Training To 
— Selected Learners.
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The ‘Selected Learners’ page opens and tells you how many Learners are attached to the list. The example below shows seven (7) Learners attached to the list. 
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To see the names, you need to click the Manage My List button Also from ‘Manage My List’, you can add and remove names as shown below. 
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2. Select a module from either the drop-down for Modules your Department Created or the drop-down for Modules available to Everyone.
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3. Click on either the Assign Now or Assign Later button. 

4. Optional. If you want to see all the lessons in the module, you can click the View button.

5. Optional. If you want to edit the module and lesson properties or delete lessons from the module, click the Edit button.

6. Click either the Assign Now or Assign Later button. 

Assign Now – Adds the selected module in the Learner’s lesson plan immediately.

Assign Later – Adds the module in a “holding area” that keeps the module off the Learner’s lesson plan until the Learner has 3 or less incomplete lessons in his/her lesson plan. The next time a Learner logs in the module in the holding area will be assigned.  

Note: If you use Assign Later the lessons do not appear until the next time a Learner logs in. If they have completed all the lessons in their lesson plan and they think they have completed their training they may not log in again and will not receive the next module.

7. If you selected the ‘Assign Now’ button, you receive a popup to make the assignment and send email to the Learner(s). Click OK if you want to send the assignment and the email. OR, click Cancel if you only want the assignment made no email will be sent. You do not get the option to send the email elect to assign the module later.  
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8. From the ‘Assign Module to Select List’ popup opens. Either assign the lessons to ALL Learners listed, or select individual Learner names using the checkboxes to the left, then click the Assign Module button in the upper right. 

The names list in alphabetical order that were assigned the module. 

9. Either click the ‘Click Here’ or click the [image: image57.jpg]


 (Close) button in the upper right of the page to return the ‘Manage E-learning – selected Learner’ page.

Publish – Self Enrollment Modules and Lessons

The LMS allows you to add self-enrollment lessons for your Learners.  Self-enrollment allows the Learners the option to take a module of lessons or select individual lessons from within the module. This is convenient for you because it allows you to make training available to a defined demographic of Learners but not actually assign the training. This is useful for training that may not be mandatory but should be made available for Learners to educate themselves or get extra credit. 

This Help document details the following:

· (Administrator) Publishing a Module for Self-Enrollment

· (Learners) Self-Enrolling in a Self-Enrolled Published Module/Lesson(s) 

· (Learners) Removing Self-Enrolled Lessons

Publish a Module for Self Enrollment 

Modules are created in order to deliver lessons to the Learners’ lesson plans. Usually an administrator assigns the module to whomever they want to receive the training. In some cases, the administrator may have training that is not mandatory but that he/she feels should be available to Learners if they want it. In this case a module must be “published.” 

Tip: For detailed information of how to publish a module for self-enrollment, see the Help document named “Assignment Manager.”

Steps to Publish a Module for Self-Enrollment

1. Click E-learning — Publish Modules for Self-Enrollment.
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2. Select a publishing scope. This is the ‘scope’ of publication for the module (e.g., department). If you want everyone in a given facility to have the option to enroll in a module, you would click “for a Facility. Or, you only want the module to be available to a specific department then you would select “for a Department,” and so on.
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3. Depending on the publishing option you selected (e.g., for a Department”) you next must define the demographics of the Learners you want to have the ability to self-enroll using a series of drop-down menus.

4. Before publishing you may also view the lessons that are in a module. Select the module to be published from one of the drop-down menus. You can select a module from ‘Local Modules’ and ‘Global Modules,’ then click either View button to see the lessons in the selected module. 
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5. Click the Publish button to the right of the select module. 
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6. The module displays at the bottom of the page with the name of the module, the publishing date and time, and a “Remove” button.
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(Learners) Self-Enrolling in a Self-Enrolled Published Module/Lesson(s)

Once you publish a module for self enrollment, a Learner that falls into the demographic of publication may add that module or one of more of the individual lessons to his/her lesson plan. 

Steps to Self-Enroll in an E-learning Module/Lesson(s) (as a Learner)

1. Open the Learner’s side of the LMS.

2. Click E-learning – Self Enrollment.
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The ‘My E-learning Lessons’ page opens from the ‘Self-Enroll’ tab. 
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3. To see lessons available for self enrollment you need to select the level of your organization that you want to add the module from. Select your entire organization, your facility, your department, your group or only you. 

As you make a selection, the screen refreshes. 
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Note: You may need to scroll-down the page to see the modules available to you. Each module lists how many lessons it contains and how many lessons you have enrolled in using this feature. 

Tip: Typically most selections are available at either the entire organization or department level. 

4. Click the Enroll Now button to the left of a module that you want to enroll in. You can then add either the entire module (all its lessons) or you can select one or more of the module’s lessons.

Note: If one or more lessons in the module are the same as lessons already in your lesson plan, they will not be added again. 
5. The ‘E-learning Self-Enroll’ page opens to describe the selected lessons in the module. From this page you can either select ‘All Lessons’ or individually select the lessons you want to self-enroll.

The example below shows that the Learner selected 2 lessons from the module. 
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6. Click the Add Lessons button at the bottom of the page. 
The message “Assignment process is completed” displays. 

[image: image67.jpg]E-learning Self Enroll

Assignment process is compeleted.




(Learners) Removing Self-Enrolled E-learning Lessons

After a Learner self-enrolls into an E-learning lesson, the lesson displays on the Learner’s lesson plan. Once a self-enrolled lesson displays on the Learner’s lesson plan, the Learner can unenroll. 

Steps to Remove a Self-Enrolled E-learning Lesson by the Learner
1. Open the Learner side to display the ‘Personal Page.’

2. From ‘Manage’ on the Personal Page, click the View button to the right of “My E-learning Lessons.”
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The ‘My Assignments’ page opens. 

3. Click the Assignments Not Completed tab if not open. (You could also select from the Assignments All, Assignments by Program and Assignments by Module tabs from the My E-learning Lessons.)

4. Each lesson that you self-enrolled displays with a symbol to the left that looks like a white circle with a red minus (-) sign inside as shown below.
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5. Click the minus icon to have the self-enrolled lesson removed from the lesson plan.
For example, in the image below there are two self-enrolled lessons in the module. You can delete one lesson at a time. Click the [image: image70.jpg]


 (self-enrolled lesson) button to the left of any incomplete self-enrolled lesson, then OK. 
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6. Continue to remove any self-enrolled lessons you want to delete from the lesson plan. 
Archive Report

You can use the archive report to retrieve archived lesson data for either active or inactive Learners. From this report you can view the ‘Date’ a completed lesson was archived, the score the Learner received, date the learning was completed, and other helpful dates along with credits if earned. 

Note: The system Reporting tool will also allow you to retrieve archived data.
Steps to Open a Learner’s Archived Report

1. Click Reports – Online Learning – the Report Manager opens. 
2. Scroll down to ‘Select a Facility drop-down, select a Facility – click the Select Facility button.  

3. Scroll-down the page, click Archive Report. 

4. Enter the Learner ID, you can type this, or use the Select Learner button on the right to find a specific Learner. 

5. From the right of the Leaner ID, select Archive if not selected.
6. From the ‘Select Department’ drop-down, click a department, if you do not select a department the default is All Departments.

7. Click the Report button. 
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