InforLMS Quick Reference

Instructor Functions in the OLC

Follow the steps below to perform the following instructor tasks:
e Check Course Roster

e Enroll/Register Team Member for a Course

¢ Administer Course Credit for In-Person Event with Score

¢ Administer Course Credit Where No Score is Required

¢ Remove a Team Member from a Course

e Print Course Sign-In Sheet

¢ View Event Waitlist

Check Course Roster T ————

Click the suitcase icon in the upper left —
corner to change your login type from
Learner to Administrator.

= Filter  Courses (12270)

Searc) els
ARE GLOBAL
Filter b4 ShockiSepsis - sar
AYCARE HEALTH SYSTE

Team Members Type

I short
3 e T2 D (v

*Changes are applied immediately

1. Click Courses from the menu.

Course listings display on the right side of T onie
the screen. —
@I_I Classroom
, [ ] Blended
Click the Filter button.

Enter the course name in the Search Courses field.
Check any additional class type search filters.
Click the Apply button.

o kw0

ement | ADMINISTRATOR

Courses

A list of courses display on the right. = R Couses1220)

"What Exactly is Compassion Fatigue, or — CCO) Critical Care: Shock/Sepsis — SAl
is it Empathetic Distress? Workshop

6. Click the course name to select it.

Type: | NONE Type:  NONE Type;
Short Name: A12423 Short Name: 6958 shor
ID (IMS): A12423 o2 1D (IMS): 6958 T2 D

7. Click the Users tab.
8. Click View Users Enrolled in Events.

‘Where's Waldo” When Patients Leave o 12 Lead ECG Assessment [ ] 12 Lg
AMA

General Options Course Events

Course Users @ Event Users Credits & Attendance Waitl
View Assigned Course Users View Users Enrolled in Events View Event Aftendance i::
Edit Event Attendance
; Remove Users from Events Oth

Remove Course Users Switch Event Users View Course Credit Ma:

Reset Course User Data Cancel Users from Events Administer Course Credit
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InforLMS Quick Reference

9. Select the event from the drop-down.

10. Enter an individual last name or select
show all.

11. A list of course enrollments will display.

Courses | Cemer. Aliergies ¢ View Users Enrolled in Events
< View Users Enrolled in Events

General Options Course Events External Tests Users Reports

View Users Enrolled in Events

Please Select the Date Range to See Events that Start within this date range

Between [[IRERIIINN [E. and [[EGEDEN &

Show Events for all Dates: ¥

You do not have rights to view archived events.

Note: All events that are not archived are shown by default.
Please Select an Event: = please select W/ '

Note: All events that are not archived are shown by default.
Please Select an Event:
3earch Users - (Sorted by Last Name)

A B =

showall | |

Search for: [Last Name

)
| Beginning witg[o/

Note: This shows only users enrolled to course events (classes), it does not show course credit earned

@arch Users - (Sorted by Last Name)

A B C D E F G H I ]

Show All Select All

Invert Selection
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InforLMS Quick Reference

Enroll/Register Team Member for a Course
Click the suitcase icon in the upper left corner to change your login type from Learner to Administrator.
1 . CIiCk Courses from the menu. = ‘-'—aayCam Infor Learning Management | ADMINISTRATOR

ch Levels

Courses

‘ = Filter  Courses (12270)

Course listings display on the

right side of the screen. | — : E Filter X mwesms o= o

Type:
Short
o 2 1D (N

2. Click the Filter button.
3. Enter the course name in the

*Changes are applied immediately

Search Courses field. | Online
4. Check any additional class type search filters. | Classroom
| Blended

(5)

5. Click the Apply button.

A list of courses display on the right.

| ADMINISTRATOR

Courses

= Filter  Courses (12270)

6 . CIICk the course name tO SeleCt It "What Exactly is Compassion Fatigue, or - 6 CCO) Gritical Care: Shack/Sepsis -
is it Empathetic Distress? Workshop
Type: | NONE Type: | NONE
Short Name: A12423 Short Name: 6958
1D (IMS): A12423 4 ID (IMS) 6358 T 2
“Where's Waldo™ When Patients Leave — 12 Lead EGG Assessment o 1214
AMA Cons

7. Click the Users tab. General Options ~ Course Events ~ External Tesls
Course Users Event Users Credits & Attendance Waitl
8. Click Enroll Users in Course View Assigned Course Users ‘hm“cnm_r S it Atiendance ::z:
Events Enroll Users in Courses/Events  fentAtencance otne
- Remove Course Users Wrse Credit
Man

Reset Course User Data minister Course Credit

Mote: All events that are nn ived are shown by default.
9. Select the event from the drop-down. Please Select an Event: h

10. Type the last name of the team member. Search for: [Last Name
11. Click Search.

12. Check the user name to select a team member.
13. Click Add.

A message ‘Added Successfully’ will display.
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InforLMS Quick Reference

Administer Course Credit for In-Person Event with Score

Click the suitcase icon in the upper left corner to change your login type from Learner to Administrator.

1.

10.

11

12.

13.

14.
15.

Click Courses from the menu.

Course listings display on the
right side of the screen.

Click the Filter button.

*Changes are applied immediately

Enter the course name in the
Search Courses field.

Check any additional class type search filters.

[] online

| Classroom
| Blended

Click the Apply button. A list of courses display on the right.

Click the course name to select it.

ADMINISTRATOR

Courses

Click the External Tests tab.

Filter  Courses (12270)

"What Exactly is Compassion Fatigue, or

Click Edit External Tests Scores. s R Empatenc Distess?

Manage External Tests
View External Tests

Courses rmer: Allors i View Course
< View Courei
General Options ~ Col emal Tesis

i i

o 2 D (N

| Edit External Test Scores

Course Details
Course Name

Select event from drop-down. cours short ame
Select a test from the drop-down.

Courses / Cemer: Alrgies 1
< Vi

General Options ~ Course Ev

. Click Show All. A list of users display on the

iew Users Enrolled in Events

Cerner: Allergies
1514.01.3

View Users Enrolled in Events

ents  ExtemalTests ~ Users  Reports

View Users Enrolled in Events

bottom of the page.

eeeeee I o
MNote: All events

Check the box next to a user name to select
the individual to receive credit.

Edit date/time if applicable as this field defaults

Please Select

to today’s date. Please Select a Test:

Enter a Score in the New Score field.

to See Events that Start within this date range

d

that@ are not archived are shown by default.

an Event: @)Cemer Allergies V||

@)please select v |

Click Update. Note: If the date Select All

you are trying to enter is prior

to the date diSpIayed, click Scores - Cerner: Allergies
Invert Selection and then click
Update to save the change. | Reset | @umm |

The date field will now be blank .

and you can enter the date
O
the class took place. @
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InforLMS Quick Reference

Administer Course Credit for In-Person Event with No Score

Click the suitcase icon in the upper left corner to change your login type from Learner to Administrator.
1. Click Courses from the menu. S e ) (e

Courses

Course listings display on the
right side of the screen.

AYCARE HEALTH SYSTE(S)EII'C::’I CC Lrses
Team Members

oviders *Changes are applicd immediately

short
o2 ID (N

2. Click the Filter button.

3. Enter the course name in the Search
Courses field.

4. Check any additional class type search filters.
5. Click the Apply button.

[] Online
| Classroom
| Blended

ADMINISTRATOR

A list of courses display on the right.

Courses

= Filter  Courses (12270)

6. Click the course name to select it.

"What Exactly is Compassion Fatigue, or -
is it Empathetic Distress?

fkshop

Type: | NONE Type: | NONE Type:

Short Name: 6958 Short
1D (IMS): 6958

Short Name: A12423
ID (IMS)- A12423

7. CIle the Usel‘s tab General Options Course Events

‘Course Users Credits & Attendance Waitlist & Approval List

View Event Attendance View Event Waitlists

View Assigned Course Users View Event Approval List

Edit Event Attendance

Remove Course Users Remove Users from Events 8 Ome_rs
Switch Event Users |a1t.ellannn Template Values
8. CIICk Admlnlster Course Credlt-- Reset Course User Data Cancel Users from Events dminiStE[ cl:lur‘SE CrEdlt
Courses r Cemer. Allergies 1 View Users Enrolled in Events
< View Users Enrolled in Events

General Options Course Events External Tests Users Reports

View Users Enrolled in Events
Please Select the Date Range to See Events that Start within this date range

Between [[IEEENIENT [E and [EEEIETT @
9. SeIeCt the Event Show Events for all Dates: ]

You do not have rights to view archived events.

Note: All events that are not_archived are shown by default.

Please Select an Event: please select v
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InforLMS Quick Reference

10. Search for the persons name. @ -~ K

11. Check the box which will then Credit T
populate with today’s date. [ & EuEvmy A
T A |

Note: Change the date/time to the date the team member attended the event, if necessary.

12. Click Update. Note: If the date you are trying to enter is prior to the date displayed, click Invert Selection
and then click Update to save the change. The date field will now be blank and you can enter the date
the class took place.

The Updated Successfully! message will display.

Remove Team Member from Course

Click the suitcase icon in the upper left corner
to change your login type from Learner to
Administrator.

agement | ADMINISTRATOR

Courses

earch Levels

1. Click Courses from the menu. Y“"“E“E"”“S“'E(3)9-"C-"- Courses

Team Members

Shert

o £ 1D (I

*Changes are sapplied immediafely

Course listings display on the right side of
the screen.

[] Cnline
| Classroom
| Blended

2. Click the Filter button.
3. Enter the course name in the Search Courses field.
4. Check any additional class type search filters.
5. Click the Apply button.
Courses
A list of courses display on the right. = (\
<1 Empanate pieesr w@«ﬁ.’oﬁ"“”' core shoaisee -
6. Click the course name to select it. e e
10 by a2z 1 ghiy: 6258

7. Click the Users tab.

General Options Course Events External Tes

8 CI iCk Re move U sers from Eve nts Course Users Event Users Credits & Attendance ‘Waitlist & Approval List
. . View Users Enrolled in Events View Event Altendance View Event Waillists
View Assigned Course Users View Event Approval List
Remave Course Users 8 emove Users from Events i © e Others
View Course Credit
Manage Enroliment/Cancellation Templale Values
Reset Course User Data Cancel Users from Events Administer Course Credit

Mote: All events that are not archived are shown by default.

9. Select Event.
Please Select an Event: @})emer Allergies V|
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10. Click Show All or enter person’s last ||

Note: All events that are not archived are shown by default.

name Please Select an Event: emer Allergies v/

Ce
search Users - (Sorted by Last Name)
H A B c D E F G H I 3 K L M N o P Q R s T u v w
11. Click Search. .w. — 0
Search for: |Last Name | Beginning with

A list of users display at the bottom of the

Please Select an Event:

page.
Search Users - (Sorted by Last Name)
A B C D E F G H
Show All Select All Invert Selection
12. Check the box to select the team member to
remove.

1 3 CIle Re move. Select Users you want to remove

14. The Removed Successfully! message will display.

Removed Successfully!

Print Course Sign-In Sheet

Click the suitcase icon in the upper left corner
to change your login type from Learner to
Instructor.

Welcom, Instructorsiil

new Online L There's quite a c

1. Being the instructor listed in
2 bo

10 the leamer who the actual classroom instructor will be or that day.

ters, it smpi
P olhor this page, bul allother
3 We 3 this page for you

Upcoming Reporls Inciude:
- Co

Select a course from the drop-down.
Select an Event.

Click Update Results.
Click Print. The sign-in sheet displays in 1 ourney to Extraordinary - 20-638568 Vv 2 23/2019 SFBH PM

a new window.
5. Click Print in the Printer dialog box.

rowbnd =
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View Event Waitlist

= #¥paycare Infor Leaming Management | ADMINISTRATOR

Courses

(3)3."1::’. Courses
-Team Members

oviders *Changes are applied immediately

1. Click Courses from the menu.

Course listings display on the right
side of the screen.

Short
4 1D (I

[ ] online
| Classroom
| Blended

Click the Filter button.
Enter the course name in the Search Courses field.

Check any additional class type search filters.
Click the Apply button.

ok~ wDd

ADMINISTRATOR

A list of courses display on the right.

Courses

= Filter  Courses (12270)

6. Click the course name to select it.

"What Exactly is Compassion Fatigue, or —

is it Empathetic Distress? Tkshop

Type: | NONE Type: | NONE
Short Name: A12423

ID (IMS): A12423

Short Name: 6958
ID (IMS): 6958

7. Click the Users tab.
8. Click View Event Waitlists.
9. Select an Event. A list of events displays at the bottom of the page.

General Options Course Events

Course Users Credits & Attendance

View Users Enrolied in Events

View Event Waitlists

Vi View Event Atiendance
iew Assigned Course Users Enroll Users in Courses/Events i
Edit Event Attendance
Remove Course Users Rerﬁnve Users from Events View Cowse Credit
Switch Event Users Manage Enroliment/Cancellation Template Values
Reset Course User Data Cancel Users from Events Administer Course Credit

Note: All events that are not archived are shown by default.
Please Select an Event: (9\ Lerner Allergies v |

View Event Waitlists

Please Select the Date Range to See Events that Start within this date range

Note: All events that are not archived are shown by default.

Please Select an Event:

Users ¥ Queue Number

* Users denoted with this symbol are inactive.
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