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Manager Zone  
Manager Zone provides limited administrative access to a manager that does not require full administrative access to a department or facility. It allows a manager access to their direct reports without having administrative access to entire departments and/or facilities. 
Manage Zone allows managers to access employees across departments and facilities. For example, a manager with 6 employees located in 6 different departments in 2 facilities would not need the standard admin access allowing them to see all Learners in those 6 departments. Manager Zone limits the manager’s view to their direct reports.  
A manager with Manager Zone can create and edit modules, assign E-learning, add Learners to events and track Learner progress. Managers can monitor organization-wide compliance training, create and assign training specific to their department roles and/or assign additional training based on an individual’s performance or desire for additional training. 
Lookup Learners 

You can Lookup a specific Learner by last name. Or, you can find all your direct reports by entering a ‘ % ‘ percent sign in the search field. The Lookup Learner search option is not case-sensitive.

Steps to Lookup a Learner

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 
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2. Enter all or part of the Learner’s last name. 

Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

3. Click the Search button (or press the Enter key).
A list of one or more Learners displays.

4. From the Learners information you can see the following:

· Learner’s first and last name

· Learner’s facility name 

· Learner’s department name

· Learner’s position (optional)

· From the Active column, if the Learner column displays a “Yes” then the Learner is ‘Active’ in the LMS, if a “No” displays then the Learner is considered ‘Inactive.’

· From the Last Login column, the date the last time the Learner logged on the LMS  

· Click the Manage Training button on the right; you can view complete and incomplete Classes & Events and E-learning lessons as well as assign Classes & Events and E-learning lessons. 
Working with One or More Learners

Assign E-learning Modules to One Learner or Multiple Learners 
You can assign E-learning modules to one Learner or multiple Learners at the same time. And you can remove and reassign modules for one or more Learners at the same time. 
Steps to Assign E-learning Modules to One Learner or Multiple Learners 
1. Click Manager Zone – Manage Training
The ‘Manager Zone – Lookup Learners’ page opens. 
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2. Click the Manage E-learning - Multiple Learners button. 
The ‘Manager Zone – Manage Staff E-learning’ page opens.
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3. (Optional.) From this page to the right of the name of each assigned module are the buttons Learners, Remove, and Reassign. And the name of each module is a link. 
· Learners: Click If you want to see the names of the Learners assigned the module.
· Remove: Click if you want to remove a module from your direct support Learners. If you click the Remove button but the Module name still appears in the assigned module list or if the Remove button is NOT displayed to the right of a module, then a lesson assigned by the module has been completed by at least one Learner. You must ‘reassign’ the module first for any Learner that completed the module, and then remove the module. 
· Reassign: Click to reassign a module, click the button to the right of the name of the assigned module. Before using this feature read ‘Reassign and Archive a Module’. 
· Module Name: Click the module’s name link to view the lessons in an ‘Assigned Module’. 
4. Select the module you want to assign, from the ‘Modules available to all Facilities’ drop-down.  
5. (Optional.) If you would like to review the lessons in the module, select the View button to the right of the name of the selected module. If you want to open an individual lesson, click the lesson’s name link. To close the popup, click the Close button in the upper right. 
6. Click Select Learners button to the right of the selected module when you are ready to assign the module to Learners. 
The name of the selected module you would like to assign displays in the upper left in red text. The names of your direct reports display below. 
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7. From this ‘Lookup Learner’ page, you can either select one checkbox for one Learner or multiple checkboxes for multiple Learners, or you can select  the radio button ‘Assign lessons to ALL Learners shown below’. 
The example below shows that two Learners were selected for the module. 
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8. Click the Assign Module button.
You are told that you “assignment was completed successfully.” And the names of the Learners list. 
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9. Select the “Click Here” link. 
You return the ‘Manager Zone – Manage Staff E-learning’ page.
Note: From here you can continue to add other modules to Learners, and delete and reassign modules as needed. 
Reassign, Archive and Remove a Module
Many lessons must be repeated on a yearly basis. One of the many benefits of the LMS is the ability to reassign lessons and archive completed lessons in one step. As a manager with direct reports, you may reassign and archive lessons for your Learners as needed. 

NOTE: Your organization may archive annual lessons for all Learners at one time so check with your System Administrator for additional information.  
Tip: You also have the choice to archive the incomplete lessons for your Learners.  

Sometimes you may want to ‘Remove” a module from one or more of your Learners’ lesson plans but either you do not see a “remove” button or after you click the button, the module is still listed. This occurs because one or more lessons assigned by that module were completed by a Learner. The other lessons in the module will be removed but completed lessons must be archived, if you want them removed from the lesson plan. 

Note: If you do not need to reassign the module, then you may leave completed lessons in a Learner’s lesson plan.

Reassign and Archive a Module

You can reassign and archive a module for one or more Learner of your direct report at-a-time. You can also select to archive incomplete lessons. By default, all incomplete lessons are removed and then re-assigned. 

Steps to Reassign and Archive a Module
1. Click the Manager Zone menu – Manage Training.

2. Click the Manage E-learning – Multiple Learners button. 
Assigned modules display on the left. 
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3. (Optional.) To the right of the name of each assigned module are the buttons Learners, Remove, and Reassign.
· Learners: If you want to see the names of the Learners assigned a module, click the Learners button.
· Remove: See “Remove a Module” at the end of this Help document. 
4. To reassign a module, click the Reassign button to the right of the name of the assigned module.  
Tip: You may need to maximize the window to see all the Learners listed.
Note: A popup window opens for the module you want to reassign and includes several options for you to choose. 
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5. Scroll below to the list of Learners. Notice if all the Learners listed have been assigned the module.
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6. If all Learners were not assigned the module, then click the checkboxes to the left of the names of the Learners below that you want to include when you reassign the module and then choose the checkbox, “Re-assign all lessons.”
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7. If all Learners were assigned the module, and you want to reassign the module to all the Learners listed, click “Re-assign to ALL LEARNERS listed below.  
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8. (Optional.) If you want to archive lessons before re-assigning and want to include incomplete lessons in the archive, click both the “Re-assign all lessons” checkbox and the “Include incomplete lessons in the archive history” checkbox. 
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 (Reassign Module) button. 

10. You receive a message that the reassign was successful along with a list of the names of each Learner who was reassigned the module. 
Select the Click here link to return the E-learning Assign Modules page.
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Tip: From here you can continue to reassign and remove modules from one or more Learners in your manager zone. 
Remove a Module

Sometimes you may want to ‘Remove” a module from one or more of your Learners in your manager zone, but either you do not see a “remove” button or after you click the remove button, the module is still listed. This occurs because a lesson assigned by that module has been completed by one or more Learners. The other lessons in the module will be removed but completed lessons must be archived if you want them removed from the lesson plan.  
If you want to remove a module you may need to first reassign the module before you can remove the module. If the module does not display a Remove button or the Remove button does not seem to remove the module, use the steps below to remove the module from your manager zone. 

Steps to Remove a Module 

1. Click the Manager Zone menu – Manage Training.

2. Click the Manage E-learning – Multiple Learners button. 
Assigned modules display on the left. 
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3. Click the Reassign Module button to the right of the module you want to delete. 

4. Click the checkbox to the left of “Re-assign ALL LEARNERS listed below”

5. Also click the checkbox to the left of “Re-assign all lessons”
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6. Click the Reassign Module button.

7. Select the link “Click Here”

8. Click the Remove button to the right of the name of the module. 

9. Click OK. 

Working with Individual Learners – ‘Manage Training’
‘Manage Training’ is available once you lookup a Learner. If you want to view or make changes to Classes & Events and e-Learning lessons for just one Learner, you may need to use Manage Training. Manage Training offers some options that cannot be found when making changes for multiple Learners. 

Note: Classes & Events may not be available for your organization. 
The Manage Training offers the following options for one Learner at-at-time:

· View complete and incomplete Classes and Events

· Assign Classes and Events

· View complete and incomplete E-learning lessons by module

· Open and print a certificate of completion

· Remove a module from the Learner’s lesson plan 

· Reassign a module to the Learner’s lesson plan
· View available modules and lessons for your Learner

· Assign available modules and lessons 

· Remove a module from the selected Learner’s lesson plan 

· Globally edit ‘Due Dates’ and ‘Priorities’ for each lesson in the module  

· Edit the ‘Due Dates’ and ‘Priority’ for individual lessons 

· View only incomplete E-learning Lessons for a selected Learner

· Remove one or more lessons from a module

Manage Training for Classes & Events

You can view both incomplete and completions Classes & Events as well as enroll a Learner into a Class & Event from the ‘Manage Training’ page for a selected Learner. 

	Class & Event Completions
	View completed Classes & Events for one Learner at-a-time. Includes the course code, course name, start and end dates and times of the class/event, the status of ‘complete’, and any fees, payment date and payment type if needed. 

	Class & Event Management
	View both completed and incomplete Classes & Events for one Learner at-a-time. Includes the course code, course name, start and end dates and times of the class/event, the status of either ‘complete’ or ‘enrolled’, and any fees, payment date and payment type if needed.

	Class & Event Enrollment
	Enrolls one Learner at-a-time into Classes & Events. 


Class & Event Completions tab

You can use the Class & Event Completions tab for the selected Learner for the following actions:

· View completed Classes And Events with ‘Start/End’ and ‘Time’, ‘completed’ ‘Status’, as well as ‘Fees’, ‘Payment Date’ and ‘Payment Type’ if applicable. 

Steps to Open and View the Class & Event Completions tab

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 

2. Enter all or part of the Learner’s last name. 

Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

3. Click the Search button (or press the Enter key).
A list of one or more Learners displays below.

4. Click the Manage Training button to the right of the Learner’s information.
The Class & Event Completions tab opens for the selected Learner. 
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5. From this tab you can view all completed Classes & Events for this selected Learner. 

Class & Event Management tab

You can use the Class & Event Management tab for the selected Learner for the following actions:

· View complete and incomplete Classes & Events with ‘Start/End’ and ‘Time’, ‘completed’ ‘Status’, as well as ‘Fees’, ‘Payment Date’ and ‘Payment Type’ if applicable. 

Steps to Open and View the Class & Event Management tab

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 

2. Enter all or part of the Learner’s last name. 

Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

3. Click the Search button (or press the Enter key).
A list of one or more Learners displays.

4. Click the Manage Training button to the right of the Learner’s information.
The Class & Event Management tab opens for the selected Learner. 

5. Click the Class & Event Management tab. 
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6. From this tab you can view all complete and incomplete (enrolled) Classes & Events for this selected Learner. 

Class & Event Enrollment tab

You can use the Class & Event Enrollment tab for a selected Learner for the following actions:

· Enroll the selected Learner into a Class & Event. 

Steps to Manage Training for Classes and Events

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 

2. Enter all or part of the Learner’s last name. 

Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

3. Click the Search button (or press the Enter key).
A list of one or more Learners displays.

4. Click the Manage Training button to the right of the Learner’s information.
The Class & Event Completions tab opens for the selected Learner. 

5. Click the Class & Event Enrollment tab. 

6. If you know the name of the course, you can enter all or part of its name, OR you can click the List Events button to view all Classes & Events available. You can also refine your search for a class and event from the ‘Facility’ drop-down and the ‘Start’ and ‘End’ dates. 

7. Click the Enroll button. 

Manage Training for E-learning

A module is made up of one or more lessons and is used to deliver those lessons to Learners. Modules can be assigned to an individual Learner, multiple Learners or to your whole management zone. 

Tip: When you assign a module, by default, the Due Date is set to 90 days. 
You can view E-learning details, assign modules, and change module and class properties for a Learner.  

	E-learning Detail
	· View both completed and incomplete lessons by module. Includes the CEU’s (if available), due date, completion on date, Learning Competed (if lesson was completed), testing completed/score (if completed) and pretest/pretest score (if completed). 

· Remove and reassign a module from this tab. 

· Open and print a certificate of completion if CEU’s are completed. 

	E-learning Assign Modules
	· Assign E-learning modules. 

· Remove or reassign a module.

	E-learning Lesson Management
	· Show either all complete and incomplete lessons by module or only incomplete lessons. 

· Edit any incomplete lesson’s Due Date and Priority.

· Remove one or more lessons from the assigned module for the selected Learner.

· Completed lessons show the due date, priority, completed date and score and a pretest date and score if applicable. 


E-learning Details tab

You can use E-learning Details tab for the selected Learner for the following actions:

· View completed and incomplete lessons by module

· Open and print a certificate of completion

· Remove a module from the Learner’s lesson plan 

· Reassign a module to the Learner’s lesson plan. 
Steps to Manage the ‘E-learning Detail’ tab for a Learner 

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 

2. Enter all or part of the Learner’s last name. 

Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

3. Click the Search button (or press the Enter key).
A list of one or more Learners displays.

4. Click the Manage Training button to the right of the Learner’s information.
The Class & Event Completions tab opens for the selected Learner. 

5. Click the E-learning Detail tab. 
The Learner’s lessons list by module. If you have completed a lesson/module with CEU’s, a link displays that opens the Learner’s Certificate of Completion. The example below shows that the Learner has received CEU’s from USAPrepare for the lesson named: Fire – TAC: Initial Fire Attack. 
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6. Optional. You can sort by ‘Due Date’ or ‘Module Name’ using the applicable buttons in the upper right. 

7. Optional. To open and print a certificate of completion, click a link for a CEU. If you want to print, click the Print button on your browser. Click the Close button in the upper right to close. 

8. Optional. You can reassign the module for just the selected Learner. Follow the steps below:

a. Click Reassign. 
You may need to maximize the window to see the complete page. 

b. Click the checkbox “Re-assign ALL lessons”. 
c.  (Optional.) If you want to Archive lessons before re-assigning and wish to include incomplete lessons in the archive, click both the “Re-assign all lessons” checkbox and the “Include incomplete lessons in the archive history” checkbox.
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d. Click [image: image21.jpg]Reassign Module



 (Reassign Module) button.

e. You receive a message that the reassign was successful 
Select the Click here link to return the E-learning Assign Modules page.

f. From here you can continue to reassign and remove modules from one or more Learners in your manager zone. 

Tip: If you want to change the ‘Due Date’ and/or the ‘Priority’ for the lessons, read “E-learning Lesson Management tab.”
9. Optional. You can remove the module for just the selected Learner. Follow the steps below:

a. Click Remove button. 

b. If the module does not remove, follow these steps. A module will not remove if one or more Learners have completed one or more lessons in the module.

g. Click the Reassign button.

h. Click the checkbox for “Re-assign ALL lessons”

i. Click the Reassign Module button. 

j. Click the link “Click Here”. 

k. Click the Remove button. 

E-learning Assign Modules tab

You can use E-learning Details tab for the selected Learner for the following actions:

· View available modules and lessons for assignment for your Learners

· Assign available modules and lessons to the selected Learner

· Remove a module from the selected Learner’s lesson plan 

· Reassign a module to the Learner’s lesson plan
Tip: If you want to assign, remove or reassign more than one Learner at a time, see “Reassign, Archive and Remove Modules” in this Help document.”

Steps to Manage the ‘E-learning Assign Modules’ tab for a Learner 

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 

2. Enter all or part of the Learner’s last name. 

Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

3. Click the Search button (or press the Enter key).
A list of one or more Learners displays.

4. Click the Manage Training button to the right of the Learner’s information.
The Class & Event Completions tab opens for the selected Learner. 

5. Click the E-learning Assign Modules tab. 
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7. Select either the Modules your Department Created or Modules available to Everyone drop-down list and select a module to assign the selected Learner.  
· Modules available to Everyone — lessons licensed by your organization.

· Modules your Department Created — modules already created using lessons licensed by your organization.

The example below shows a course named ‘Mosby’s Pharma Essentials for Nurses’ was selected from the ‘Modules available to Everyone’ drop-down. 
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8. Optional. Click the View button to the right of the selected course. 

A list of lesson names displays for the selected module in a popup page. 

[image: image24.jpg]Module: Mosby"s Pharma Essentials for Nurses
The Follawing lessans are part of this machle:
Lesson Name

Complete Date Complete Days
Pharmacoloay Essentials: Drua Absorption e
Pharmacoloay Essentials: Drua-Food and Drug-Nutrient Interactions £

Pharmacoloay Essentials: Pharmaceutics

£




Tip: If you want to review any of the lessons, the lesson names link to the lesson. 

To close the popup, click the Close button in the upper right. 

8. If you want to assign the module to the selected Learner, click the Assign Now button to the right of the selected module. 

9. Optional. If you want to remove a module listed for just the selected Learner, follow the steps below:

a. Click the Remove button. 

b. If the module does not remove, follow these steps. A module will not remove if one or more Learners have completed one or more lessons in the module.

c. Click the Reassign button.

d. Click the checkbox for “Re-assign ALL lessons”

e. Click the Reassign Module button. 

f. Click the link “Click Here”. 

g. Click the Remove button. 

10. Optional. If you want to reassign a module listed for just the selected Learner, follow the steps below:

a. Click Reassign. 
You may need to maximize the window to see the complete page. 

b. Click the checkbox “Re-assign ALL lessons”. 
c.  (Optional.) If you want to Archive lessons before re-assigning and wish to include incomplete lessons in the archive, click both the “Re-assign all lessons” checkbox and the “Include incomplete lessons in the archive history” checkbox.
d. Click [image: image25.jpg]Reassign Module



 (Reassign Module) button.

e. You receive a message that the reassign was successful 
Select the Click here link to return the E-learning Assign Modules page.

E-learning Lesson Management tab

You can use E-learning Lesson Management tab for the selected Learner for the following actions:

· Globally edit/change all the Due Dates and Priorities for each lesson in the selected Learner’s module 

· Edit/change the ‘Due Date’ and ‘Priority’ one or more lessons at-a-time. Lesson Due Dates and Priority can vary lesson to lesson for the selected Learner. 

· View only ‘Incomplete Lessons’ for a selected Learner. 

· Remove a lesson from a module for a selected Learner. 

Steps to Manage the ‘E-learning Lesson Management’ tab for a Learner 

1. Click the Manager Zone menu – Lookup Learners.
The ‘Manager Zone – Lookup Learners’ page opens. 

2. Enter all or part of the Learner’s last name. 

3. Note: Instead of entering all or part of a Learner’s last name you can enter a percent sign (%) as a wild card. This finds a list of all the Learners in your management zone.

4. Click the Search button (or press the Enter key).
A list of one or more Learners displays.

5. Click the Manage Training button to the right of the Learner’s information.
The Class & Event Completions tab opens for the selected Learner. 

6. Click the E-learning Lesson Management tab. 
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7. Optional. If you would like to view only incomplete lessons, select the radio button in the upper right, ‘Incomplete Lessons’ then click the Show button. 

8. Optional. From the top two blanks areas to the left of the Global Update button, you can globally change the ‘Due’ date and ‘Priority’ properties for each lesson in the selected module. 
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The example below shows the ‘Due’ date of March 1, 2009 and the ‘Priority’ of ‘9’ entered. If the global Update button is selected, then the 3 lessons listed below would all display the ‘Due’ date of March 1, 2009 and a ‘Priority’ of ‘9’. 
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Complete any of the following optional selections:
· 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. 

If you want to save the Global Change, click the Global Update button. 

9. Optional. From a line below the top two blanks areas to the left of the ‘Global Update’ button are the changes you can make to individual lessons. You can change the ‘Due’ date and Priority properties. 

The ‘Select Lesson Name’ - check the Edit box to the left of any lesson listed that you want to edit. Then edit any ‘Due’ date and/or ‘Priority’ you want to change.

The example below shows two lessons selected for editing where the ‘Due’ dates and ‘Priorities’ were changed. 
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Complete any of the following optional selections:
· 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. 

If you want to save the individual changes, click the Save Changes button. 

10. Optional. If you want to remove one or move lessons from the module, select each checkbox for each lesson on the right that you want to remove the lesson. Then click the Remove button. 
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Manager Zone Reports

Manager Zone provides two reports for tracking training for your direct reports: ‘Learner Status’ and ‘Program Status’. From the ‘Learner Status’ report, you can drill-down to each Learner’s transcript for more detailed information about the Learner’s progress. 
Steps to Open the Learner Status Report
1. Click Zone Manager – Reports – Learner Status
The ‘Manager Zone – Learner Status’ report opens listed by the names of the direct reports listed in alphabetical order. 
Note: Classes & Events and Ontrack may not be available for your organization. 
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The Learner Status report shows totals across the bottom for all your direct report Learners. The report is divided between the following drill-down options that take you to its respective part of the Learner’s transcript. 
2. (Optional). If you would like to drill-down for more information for Classes/Events, click either Total, Completed or Due number for a specific Learner. You will open at the Classes/Events tab on the selected Learner’s transcript. 

The example below shows the Classes & Events portion of a Learner’s transcript. 
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3. (Optional). If you would like to drill-down for more information for E-learning, click either a Total, Completed, Due or Past Due number for a specific Learner. You will open at the E-learning tab on the selected Learner’s transcript. 

4. (Optional). If you would like to drill-down for more information for Ontrack, click either a Total, Completed or Due number for a specific Learner. You will open at the Ontrack tab on the selected Learner’s transcript.

5. (Optional). If you would like to drill-down for more information for Classes/Events, E-learning, Ontrack at the same time, click the View button to the right of the Learner’s name under the Transcript column. You will open at the Show All tab on the selected Learner’s transcript.
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