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Recording Completions for External

Training not funded by ATF

Before You Start:

IMPORTANT:

External training events that users attend can be recorded as part of the
user’s training history. If that training is external and NOT funded by
ATF, the External Event recording wizard should be used. The
External Event wizard should not be used to record any other type of
training.

1 Log in to the LMS and click on the
. User Management tab.

1

User Management PJrformance Learning Commerce Content Reports System Admin

Users Users Search | Add New | Help

Assignment Profiles
Job Pasitions = Search » Edit Phone Numbers

Organizations
Organization Groups. User ID:  EXT26345

Click Learning Event Recorder
2 ) from the left side and select
External Event.

Users Learning Event Recorder Help
Assignment Profiles

Job Positions »Step 1

Orga s

Organization Groups Step 1: Select Event Type

f 2 Next
2 = T e @ External Event JJ  Scheduled Offering
Learning Event Editor

3 ] Click Next.

Step 1: Select Event Type 3

 tem % ExternalEvent { Scheduled Offering

4. Enter a description and click Next.

Step 2: Enter External Event Description

* = Required Fields

* Description:  Leadership Conference

www.learnatf.gov




LEARNATFv

MEETING THE CHALLENGE

Training Coordinator Job Aid Version 1.0

. . March 1, 2011
Recording Completions for External

Training not funded by ATF

Enter all pertinant information and
any other information provided to
you.

5 Completion Date, Completion
Time and Time Zone are required
fields.

Click Next.

Step 3: Enter Learning Event Information 5

Previo

Description: Leadership Conference

Instructor ID: Q, I \

Instructor Hame:

Default Grade:

* Completion Date:  pwwm

P 021002011
(MM DDA
" Completion Time:

(hh:mm AM/PM)

* Time Zone: I GMT (Greemwich Mean Time) j

Default Price :
0.00

Currency ID: | Us Dotar (UsD) =l

Total Hours:
Credit Hours:

Contact Hours: -/

CPE:

6 On the Add Users page, click the
. Add one or more from list link.

Previous | Mext

* = Required Fields

Add Users [

Enter User IE@r add one or more from list )

* User ID:

Edit Selected Users

7 Enter the user’s first and/or last
- name and click Search.

Enter a value for each fisld that you want to use to fiter your search. Some fields allow you to select from a list of values.

“ou can also add or remowe search criteria to further refine your search.
‘ Search )Reset

Case sensitive search: " ves * No

User ID: Istarts“lith Vl
Last Hame: ISbarts With 'l davis
First Hame: IStartsWith 'l brandon
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When you have located the
user, check the Add radio
button and then click the Add

User ID
EXT26946

Name

Davis, Brandon D

"D

Select All J Deselect Al

Do not enter any information on
the Event Financial
Information page and click
Next.

11.

button. Select Al £ Desslect Al
Add
Step 4: Select Users (o)
Prev'l'o
* = Required Fields
If you are done adding users,
o) click Next. If not, you can use S
. the Add one or more from list Enter User ID or add one or more from list
link to add additional users. ‘ User I: Add
Edit Selected Users
Apply Changes
Step 5: Edit User Event Information 10
1 O Enter any comments and Prew'
= | grade, if applicable. Click Next.
- User Comments Grade
EXT26346 (Davis, Brandon D) Free seminar provided by UMUC B
Step 6: Edit User Event Financial Information 11

Prev'l'o

For each User you may either enter the Price and Cost and Profit Centers or you may enter an order ticket.

Price J Currency
User (1000

Cost Name
EXT26546 (Davis, 0.00 US Dollar (USD) =l
Brandon D)

Cost Center
Account Codes

Amount (1000

Edit

All Costs below are in: | US Dolar (USD)

Tuition
Books_Materials
Travel

PerDiem

MonGovtContribution
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12 The Record Event page
= | displays, click Finish.

Step 7: Record Event

External Event: Leadership Confersnce
Instructor:
Completion Date: 2102011 03:00 AM America/New York Total Hours:
Contact Hours: CPE:
Cost
User Grade Comments Centers
Cost
Name Amount (1000
EXT26946 (Davis, B Free seminar provided by

Brandon D)

UMUC

12

Credit Hours:

Price

0.00 US Dollar
{USD)
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