How To Create a Learner Group

(1) Go to Enterprise Learning> Learner Groups> Maintain Learner Groups.

Maintain Learner Groups

Learner Group ID: |= v| | |Q

Learner Group Name: | |

Learning Environment: | w |

Group Type: | o’ |

Created Date From: |:|E"J
L

Search | Reset |

Add Criteria Elaﬁed Learner Group Add Query Based Learner Group

(2) Click “Add Criteria Based Learner Group” link

[ Learner Group Y Group Critetia | Gategory Usage | Catalog ltem Usage | Activity Usage ) Program Usage | [

Bl save Ei:’zCreate I ey EDelete Previous | [RI=E: | Eeturn To Search Page

Learner Group ID: MNEXT

‘Group Name: | |

Short Description: | |

‘Learning Emvironment: | Stanford w |
*Owner: | |Q
*Group Status: | Active w |

[] Automatically maintain membership

Comments:




(3) Type in the Group Name (any meaningful name), Owner (your name) then click “Group
Criteria” tab on top of the page.

[ Learner Group Y Group Criteria |} Category Usage Y Catalog ltem Usage ' Activity Usage | Program Usage ' [i
E,

save [Efcreaterlew [ Delete Previous | Mext | Return To Search Page
Learner Group ID: MEXT

‘Group Name: 1aD |

Short Description: |IAD |

‘Learning Environment: | Stanford » |

‘Owner: |She|dnn Zhai |Q

'Group Status: | Active “ |

] Automatically maintain membership

(4) The following Group Criteria page will be displayed.

[ Leamer Group | Group Criteria ' Category Usage | Catalog lfem Usage | Activity Usage ) Program Usage | [F

Save |._§_;|‘:’=Create I ey ﬁlDelete Previous | et | Return To Search Page
Learner Group: 1AD

Learner Group Criteria First [ 1cf 1 [ [

{ ) Criteria Type Operation Criteria Value Value Description AND/OR
4o Q8 | St =

Populate Learner Group |

Mo group member has been created.



(5) Click drop down list on Criteria Type and select “Department” as the Criteria Type.

It is recommended for the administrators to use “Department” as the Criteria.
[ Learner Group " Group Criteria {_Category Usage ) Catalog ltem Usage | Activity Usage " Program Usage | |

Save @ Create Mew ﬁ Delete Previous | Mext | Eeturn Ta Search Page

Learner Group: 1AD

Learner Group Criteria First [« 1 af 1 ] Last

(] Criteria Type Operation Criteria Value Value Description AND/OR
ﬂﬂ |Depar‘[ment [% |: v| | |Q =1

Fopulate Learner Group |

Mo group member has been created.

(6) Click Magnifying Glass on the right of Criteria VValue field will bring up the Department
Look Up Criteria Value page below.

Look Up Criteria Value

Department ID: |= v| | |

Crganization Name: | hegins with | k |

Learning BEmvronment ID:|: v| TE |Q
Look Up ‘ Clear | Cancel |Elasi|: Lookug

(7) Now type in any word you think that could be PART of your department name in
Organization Name field (please don’t use Department ID). For example, if you type
in “med” then click yellow “Look Up” button, the search will bring back all
departments in STARS with the name “begin with” the “med” like below. If you

change the operator to “contains”, then the Look Up might bring back more
department names.



Crrganization Namme: hegins with » ||Med [%

Learning Environment ID:| = v aQ

LDDkUp| Clear | Cancel ‘BasicLDDkug

Search Results

128 of 28
Department ID Organization Name Learning Emvironment ID SetlD Depart|
1585 hMediBlood & Marrow Transplant 1 STAMNF WEIE
1586 MedrZardiovascular Medicine 1 STAMNFWFPS
1863 mediClinical Pharmacoloogy 1 STAMNE WWETW
25R5 mMediClinical Phartmacalody 1 STAMF WETY
1590 Med/Endacringlogy 1 STAMFWLEA
1591 mediFamily & Community Medicin 1 STAMNF WWhHC
1587 mMediGastro & Hepatology 1 STAMNE WHIY
1589 Medizeneral Internal Medicine 1 STAMFE WHYA
1592 MedHematalooy 1 STARE WP
15493 medimmunology & Rheurmatalogy 1 STAMF WEEM
1594 Medinfectious Diseases 1 STAMEWPTO
1583 hMedidedicine Operations 1 STAMNFWETC
1595 MedMephrolady 1 STARE WILIKE
1596 Medfioncology 1 STAMNEWIZG
15498 Med/PCOR 1 STARE WG
1597 Med/Pulmonary & Critical Care 1 STAMNE WA
27049 MediResidency & Educ Prog 1 STAME W A0
1599 MedrShdl 1 STARF WYLES
2049 MedrStan Prevention Rsch Cir 1 STAMNFE WOHS
1600 Medtaden 1 STARF WP
496 hedia Relations 1 STANF LKIG
407 Media Solutions 1 STAMF JEID
AG4 Media-x 1 STARF MSGG
25450 Medical Residency Program 1 STAMNFE WhAA
ar Medical Services 1 STAMNF HGIE
16882 Medicine 1 STARF WEP|
2382 Medieval Studies 1 STANF QRCYY
2378 hediterranean Studies 1 STAMNF QRWWE

(8) One more example before we go to next step, if we type in “medi” AND change the
operator to “contains”. Then click yellow “Look Up” button, it will search on any part of the
department names in the system that matches the word “medi” (not case sensitive). So
the search will bring back all department names that contains “medi” like below. If we can
not find the department name in the system, we better try to use another word and use
“contains” operator to “Look Up” again, eventually we will find it.



Look Up Criteria Value

Department I0: = “
Cirganization Name: containg | Medi
Learning Environment ID: | = v

LnDkUp| Clear | Cancel ‘BasicLDDkug

Search Results

Department ID Organization Name

2077
2308
1584
1478
2374
1469
2202
2119
2139
1586
5
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(9) Click on the department name that matches your Org Code, in this example, we choose
ID 1583 for the Criteria Value, and it is Med/Medicine Operations (WETC). After clicking
on the link, we will go back to the Group Criteria page and the Criteria Value 1583 will be

Clinics-Stanfrod Medical Group
Comparative Medicine

Cept of Medicine Xerox Center
Electronic Mediated Learning
Filrm and Media Studies
FuncRest'Sports Medicine
Howard Hughes hedical Inst
LPCH-Medical Records
LPCH-Medical Staff
mMediCardiovascular edicine
mediFamily & Comimunity Medicin

MedfiGeneral Internal Medicine
medidedicine Operatiaons
Media Relations

Media Solutions

hedia-x

Medical Residency Prograrm
hedical Services

hedicine

Medieval Studies
hediterranean Studies
0OSE Medicine
Pedsitdolescent Medicine

1-d2 of 42

Learning Emvironment ID SetiD Depart

===

STANF ZDKS
STANF Wil
STANF WEAD
ETANF UGa0
STANF PDFX
STANF WARD
STANF Z75K
STANF ZKBP
STANF ZKGWY
STANFWEPS
STANF WhiHC
STANF WHYA
STANEWETC
STANF LKJG
STANF JEIG
STANF MSGG
STANF YMAA
STANF HGlG
STANE WEP|
STANF QRCYY
STANF GNE
STANF BHOX
STANF XGOU

automatically populated in that field, the department name will be filled in as Value
Description on the page.



/ Learner Group | Group Criteria '\ Category Usage | Catalog em Usage ) Activity Usage ) Program Usage | [

save [Efcreate mew [l Delete Previous | Next | Return To Search Page
Learner Group: 14D

Learner Group Criteria
{ ) Criteria Type Operation Criteria Value Value Description AND/OR
ﬂﬂ Department w| = |s| [1883 Q) MediMedicine Operations OR » =

Populate Learner Group

Build Learner Group

Mo group member has been created.

(10) Now click “Populate Learner Group” button to populate the group by department ID 1583
we have selected. We will see 41 learners being populated on the page like below.

Fopulate Learner Group |

Search For Learner: ﬂ Wiew All i 1-200f41 [
Learner ID Employee 10 Name Organization

1001870 05398541 Maream Farshad mMediMedicine Operations ]j[
1002146 08853185 John Wolf mMediMedicine Operations ﬁ[
1003288 088949220 Diane Starrett mMediMedicine Operations ﬁ[
1009135 95998247 Donna Adelman MediMedicine Operations ﬁ[
1009980 05171812 Shanta Chandra MediMedicine Operations ﬁ[
1011407 08750068 Yalerie Williams MediMedicine Operations ﬁ[
1013566 05222661 Muhammad Akhtar MediMedicine Operations ﬁ[
1013865 05242073 Minjundg kwak MediMedicine Operations ﬁ[
1014188 08983723 Katherine Smith MediMedicine Operations @
1014184 05263546 Suman Prasad MediMedicine Operations @
1014858 05271329 Barbara Titel MediMedicine Operations @
1020776 09776618 Michael Polochak MediMedicine Operations @
1021459 05311494 Joan Bruffy MediMedicine Operations @
1024320 0a3114634 Sandy Echan MediMedicine Operations @
1026843 083114497 Farminder Singh MediMedicine Operations @
1026047 oaz311102 Christine Foppiana MediMedicine Operations @
1026221 0a311534 Jennifer Maher MediMedicine Operations @
1030288 09722687 Gurpreet Heran MediMedicine Operations @
1032842 99993347 Bobert Tucker MediMedicine Operations ]
1034088 099024749 Andela Gannan MediMedicine Operations ]



(11) Click “Save” button. (clicking the button on top of the page OR on bottom of the page)

/" Leamer Group '} Group Criteria | Category Usage | Catalog ltem Usage Y Activity Usage )~ Program Usage ' [

Sive [ Creats New M Delete Fravious | Mext | Return To Search Page
Learner Group: 14D

Learner Group Criteria

{ ) Criteria Type Operation Criteria Value Walue Description AND/OR
ﬂj Department w| |=  w| 1583 2, MedMedicine Operations v =]

Populate Learner Group

Search For Learner: ﬂ Wisw Al 1-200f 41 IZIC
|
Learner I Employee ID Name Organization

1001870 05398541 Margam Farshad MediMedicine Operations ]j[
10021486 09853185 Jaohn YWalf MediMedicine Operations ||
1003288 09899220 Diane Starret MediMedicine Operations ||
1009135 39598247 Donna Adelman MediMedicine Operations ||
1009580 05171812 Shanta Chandra MediMedicine Operations @
1011407 09750068 YWalerie Williams MediMedicine Operations @
1013566 05222661 Muhammad Akhtar Med/Medicine Operations i

(12) We are done with creating the new learner group IAD.

Something we should know about:
e We will be able to modify the group name later.
e We will be able to add more learners in to the group later.
e We will be able to delete learners from the group later.
e We shall NOT use “Populate Learner Group” button after we delete or add learners
unless we want to refresh the list. We should click “Save” button.

(13) Add more learners by clicking “Add Learner” link down below the page.

1026221 05311535 Jdennifer Maher medhedicine Operations ]j[
1030888 09722687 Gurpreet Heran MedMedicine Operations '@
1032842 99993347 Robert Tucker MedMedicine Operations '@
1034088 09902479 Angela Gannon hediMedicine Operations '@

[+] Add @arner Proceed to Mass Enrollment




(14) Clicking Magnifying Glass to search a new learner. Or if you know the learner's EmplID,
type in the EmplID directly, then click “Save” .

1032842 99593347 Robert Tucker mMedMedicine Operations

1034088 095802479 Angela Gannan MedMedicine Operations

% Mame

|L00k up Learner 1D (.C\It+5)|

= =2 5

(15) To delete a learner, we have to delete one by one. Click the trash can on the right hand
side of each row, then click “Save”.

You might want to ignore (16) — (19) for “delete learner group” unless you want to
delete it.

(16)You can delete the learner group by clicking “Delete” button on top of the page if you are
sure the learner group is not used anywhere in the system.

/ Learner Group | Group Criteria {_Category Usage | Catalog ltern Usage | Activity Usage '} Frogram Usage | [

Save |—§| Create Mew @D ete Previous | Mext | Return Ta Search Page

Learner Group: 1AD

Learner Group Criteria

{) Criteria Type Operation Criteria Value Value Description ANDVOR
ﬂﬂ Department v [= o+ 1583 Q MediMedicine Operations v [=]

Populate Learner Group

Search For Learner: GOl igw Al 1-20 of 41 [ m]
Learner ID Employee ID Name Organization

1001870 05388541 Maryam Farshad Med/Medicine Operations ]j
ANNT1 AR noaas2108 Inbim Wadnlf hMadibdadiring Mnaratinne ﬁ

(17) You get confirmation page if you try to delete the learner group.

Areyou sure yvou want to delete this learner group? (18086,248)

¥Rs Mo
)

(18) Clicking “Yes” button will delete the learner group IAD from system.




{ Learner Group

Learner Group A0 deleted successiully.

Ok

(19) Clicking “OK” button then select “Cancel” to go back to the Maintain Learner Group
page.

Maintain Learner Groups

Learner Group ID: |= V| | |Q

Learner Group Name: | |

Learning Emvironment: | w |

InUse:

Group Type: | hd |

Created Date From: I:IEQ
o [ [H

Search ‘ Reset |

Add Criteria Based Learner Group Add Guery Based Learner Group




e How to Schedule Mass Enroliment for a Learner Group

After we created a learner group, Enrollment Administrators will be able to reqister
the group to a program or enroll the group into an activity.

1.Go to Enterprise Learning> Learner Groups> Maintain Learner Groups.
Maintain Learner Groups

Learner Group ID: |= v| | |Q

Learner Group Name: HZKL |
L

Learning Environment: w |

InUse:

Group Type: | W |

Created Date From: I:IE'J

Search Reset |

Group Id Status
[ 1zr pel Active  Stanford Mo

2. Type in the Learner Group name “XZKU”, then click "Search” button, we will be able to
open the learner group page we created before. Clicking the “XZKU” name link to open the
“Learner Group” page.



/ Learner Group " Group Critetia ) CategoryUsage ) Catalog fem Usage ) Activity Usage ) Program Usage | [F

5 save @’ECreate [ e @Delete Previous | Mext | Return To Search Page

Learner Group IC: 1127
‘Group Name: |}{ZKU | %
Short Description: | |
‘Learning Environment: | Stanford w |
‘Owner: |She|d0n Zhai |Q
‘Group Status: | Active w |

Automatically maintain membership

Comments: Marina Romero
Last Refreshed On: 0812508 2:58PM
Created: 08122008 2:23PM POT HZHAI

Last Modified: 0801 2/2008 2:24FM PDT XZHAI

3. On the Learner Group page, clicking “Group Criteria” tab on top of the page to
open the Group Criteria page.

[ Leamer Group | Group Criteria ' Category Usage | Catalog ltem Usage | Activity Usage | Program Usage | [i

Save E; Create Mew @ Delete Frevious | Mext | Eeturn To Search Padge

Learner Group: HZKU

Learner Group Criteria
Criteria Type

{) Operation Criteria Value Value Description
ﬂj |Depar1ment V| |: V| |1TTS |Q Urology

Populate Learner Group |

Search For Learner: | | 60| yigw Al 1- 20 0f 103 [l
Learner ID Employee ID Name Organization

1000268 05357903 Digna Krause Urology @
1001247 05375509 Anne Carzon Uralogy ﬁ
1001826 05398243 DAMM BRAVD Urology @




1008482
1009304
1009329

[+] Add Learner

Procesed to Mass Enrallment

Urology
Urology
Urology

B = =

4. On the bottom of the Group Criteria page, there is a link called “Proceed to Mass

J\JQIQ

o ,leglglnq “Proceed to Mass Enroliment” link on this page does NOT mean |t* !

e Administrator will need to choose and assmn a learner group (will be able
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5. Clicking “Proceed to Mass Enrollment” link will bring up Enroll Learners page At __ /{Formatted: Font: 11 pt

first, we search a program to register learners or search an activity to enroll learners, .. - { Formatted: Font: 11 pt
. L a. Y N
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\
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I\

\
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Title: |HIF'M | Tvpe: | All .’ |
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‘( Formatted: Font: 11 pt
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Instructor: | |Q
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button for each activity, »
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E'DP&”EEBDQ' HIPAA Advanced E‘;T;é?e'f' 08M04/2008  English Enroll {[;‘:Z:te;’ Font: 11 pt
ID—|?|‘:'§«1A-F'RGM- W Certification Renister |
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ggﬁ-uam- mss E‘;iié?e'f' 081 3/2008  English Enroll |

E'DPE’IB“D”‘D'SEDD' HIP&& Education ;"“;‘i‘;é?e'f' 07/30/2008  English Enrall

E'EP&A'PRGM' HIPAA Education Cettification Register

E'gg‘nﬂ‘lig'zm' HIPAA Fundamentals E‘;igé?e'f' 08M04/2008  English Enroll

ID—|§'§«1A-F'RGM- gLPrﬁ.r?cl;t:Eﬁamemals Cerification Register

E‘fﬁ'PRGM' W Certification Register
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/. Clicking, “Register” button on right of “HIPAA Awareness Certification” program, Formatted: Font: (Default) Arial, 11
pt, Font color: Dark Blue
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pt, Font color: Dark Blue
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9. The “Group Enrollment — Warning” page will be displayed. We will be getting the ”w“w
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10. Before clicking, ;Schedule Mass Enrollment” button, 7|t7 is_our, I rg§gqn§1tylltx 77777 - | Formatted: Font: (Default) Arial, 11
pt, Font color: Light Blue

this warning page due to the recent system configuration changes. If the number of \\\\ N ‘[Deleted <sp>
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Page 12: [1] Deleted sheldon.zhai 8/21/2008 1:06:00 AM
5. Select the one you want to associate to the program, you will come back to the Attributes page
and the selected keyword will be populated in the Keyword field.

6. Click on “Save” button.

Repeat the same steps from 2 to 6 to associate more keywords to your program.

{  Details | Sections | Attributes Y Prerequisites | Eguivalents | MNotesitachments | [¥)

Name: Bloodharne Pathogens Certification Code; EHE-FPROG-1600
Effective Date: 03ro1s2007 Version: 1.0
=iSave [Zf Create Mew [E[fClone [ Delete Previous | Mext | Return To Search Page

First 120z X Last

‘Order Category
| 1| |Genera|53fet‘y, Fire & Emergency Preparedness |Q E[

| 2| |Research&LabnratDr‘yEafehr |Q i

Add Category

‘Heyword Type Keyword

All Keywards @ |[compliance o |@
|ﬁ.IIKeyﬁNnrds i@«. |Elil:|ll:|gi|:al |Q ]
All Keywords la [EHSsS la |@
Al Keywords (o |[EHs la |

Add Keyword

Page 12: [2] Deleted sheldon.zhai 8/21/2008 1:05:00 AM

Page Break

Associate keywords to an ltem:

1. Open the item, go to Attributes tab.

2. Click on Add Keywords link, you will see a blank row in the
Keywords grid.

3. Type in “All Keywords” in *Keyword Type field, then tab out from
the field.




4. Search for a keyword by clicking on the Magnifying Glass on the
right of Keyword field, it will return all keywords from that Keyword
Type.

5. Select the one you want to associate to the item, you will come
back to the Attributes page and the selected keyword will be
populated in the Keyword field.

6. Click on “Save” button.

Repeat the same steps from 2 to 6 to associate more keywords to
your item.

/ Item Details ' Attributes { Delivery Method

@ Save |_§| Create Mew Delete Send Motifications  Return to Catalog ltem Search

Catalog kem:  Bloodborne Pathogens Code:  EHS-1600

Category Relationships Custormize | Find | E First 4] 1af 1 [H Last
‘Display Crder Category

I 1 1 .
[ 1| !F{esearch & Laboaratory Safety IR

Catalog ltem Attributes

Add Category

Mo Catalog tem Kewwords Found

Add Keyword

| Mo Catalog tem Objectives Faund

Add Dbjectives
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