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Job Aid: Catalog Management

Purpose

The purpose of the Catalog Management job aid is to guide you through the step-by-step process of
creating and modifying catalogs, adding items and curricula to catalogs, and associating catalogs to
assignment profiles.

In this Job Aid, you will learn how to:
e Add Catalogs
Add Items to Catalogs
Add Curricula to Catalogs
Modify Item/Curriculum Catalog Flags
Associate a Catalog to an Assignment Profile

Task A. Add Catalogs

Note: Verify that the Admin tab is selected. e A e o0 a
1. Navigate to Learning > Catalogs. B e Foemes = coe " =
2. Click Add New. = Gk - I
- O
:
craditation | AooMemivecCriteria @
3. Enter a Catalog ID. catalogs e daven ©
4. Enter a Description of the catalog. e
5. Select a Domain. Add Catalos
6. Selecta Pricing Rule from the drop-down || -=ree
menu, |f appllcable Description: [cataiog Exampie
7. Enter a Contact Email address. Domain: @ [As |
8. Verify the Active checkbox is selected. Pricing Ruler | -
9. Click Add. The new catalog is C:I le@mw
successfully added. o
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O Task B. Add Items to Catalogs

Note: Verify that the Admin tab is selected.
1. Navigate to Learning > Catalogs.
2. Search for a catalog by entering
criteria in one or more search fields.
3. Enter the catalog ID in the Catalog
ID field.
4. Click Search.

5. Select the catalog by clicking the Edit
icon.

6. Select the Items tab.
Note: Items can be added to the
catalog by either entering or
searching for an item SKU number,
or entering or searching for an item.

7. Select an Item Type from the drop-
down menu.

8. Enter the exact Item ID.

9. Click Add or click the add one or
more from list link to search for and

add the item. The item is successfully

added to the catalog.
10.Click the Expand icon to view any

associated scheduled offerings.

11. Select an offering by clicking the
Add checkbox.

Catalogs sedrch | Add tiew
ltams

Scheduled Ofterings Search AP ra—

Classes

Curricula

Requirements
Cuestionnaira Surveys

Accraditation

Instructors
Catalog ID « Description
Example 101 Ll, Catalog Example

Edit the Catalog

Add an ltem to the Cataleg
Summary

- - EITHER Add a SKU OR Add an Item
Assignment Profiles

Enter SKJ or add one o more o st Enter ltem 10 or i o o more from st
Curricula SKI: T Type:

[ Add Assaciated Future Schedules Offerings to the Cataleg | o™ I®:

] Add Associated Fsture Schedules Offerings to the Catalog

........

Expiras:

Add Scheduled Offerings To Catalog

Al F Des A
Scheduled Offering 1D Title start Date Add
533672 Effective Communications F/21/2011
534043 Effective Communications 5/19/2011 O
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SKU iItem Title Ca(I;I:og Catalog Options I ] Remove
. B sku- MNFED 1339204 Effective Yes Flag: - (o |
12.Click Apply Changes. Giais G R S
e Reevirs
Yorky Expiros: e
A
Add one or more scheduled offerings from lst
............... g T
533672 Effec tive Communications /2120011 #0.00 US Dollar (USD) ¢ 1

o Task C. Add Curricula to Catalogs

Note: Verify that the Admin tab is
selected.
1. Navigate to Learning >

| My Emplo

Catalogs.

2. Search for a catalog by entering e catatogs
criteria in one or more search
fields.

3. Enter the catalog ID in the
Catalog ID field.
4. Click Search.

5. Click the Edit icon to select the coraron 10 T
Example 101 - | Catalog Example
catalog.
6. Select the Curricula tab. [ curricula | Edic the catalog
Note: Curricula can be added to Items Add a Curriculum to the Catalog
the catalogs by either entering or o 50 e o e o i G B 2 o e ot
searching for a curriculum SKU
9 . . —
number, or ente“ng or SearChlng Add Items To Catalog Add Items To Catalog
for a curriculum. = [ Aad |

Enter the exact Curriculum ID.
Verify the Add items to Catalog
checkbox is checked.

9. Click Add or click the add one or
more from list link to search for
and select users. The curriculum
has been successfully added to
the catalog.
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10.Click the Expand icon to view all S = game = e & D
items within this curriculum. i
Training) o= (|
Directly Related Items(13 found)
VA 5531 (Rev 10/2/2007 10:27 Module 1 - Your Role as a Supervisor (Nuts and Online Active
AN Americas New York) BD[G] Item
VA 5532 (Rev 10/272007 10:56 Module 10 - Staffing Practices (Nuts and Bolts) Online Ac tive
- -
= Task D. Modify Item/Curriculum Catalog Flags
Note: Verify that the Admin tab is selected.
1. Complete Steps 1-5 in Task C above.
2. Select the Items tab. T O o St O e
3. To modify catalog options per
item, click the F|ag drop_down box Assignment Profiles et [ 5 e P - |
and select one of the displayed —
Opt|0nS E a8 i:fuu :;ﬂnll.nﬂm :_E.E:.:':i._,um Yes | Flag: Revesd L0 LS Dllar (LISDY )
4. Enter an Until date. s e
5. Enter a Reason.
6. Complete the Expires field
(if desired).
7. Click Apply Changes.
= Task E. Associate a Catalog to an Assignment Profile
Note: Verify that the Admin tab is selected.
1. Complete Steps 1-5 in Task C above.
2. S(at;lect the Assignment Profiles Catog 0 Seae 0
ta . Summary Description: Catalog Example
NOte Access to Catalogs IS ASSi‘-gnmem et f Edit the Assignment Profile for the Catalog
Contro”ed by aSSIgnment prOfIIeS' \Ct:::u'a Add an Assignment Profile to Catalog
3. Enter the exact Assignment e roseent ot D e e
Pr-Of”e ID. ) Assignment Profile ID: |test_p1
4' CIICk Add Or C“Ck the add One Or There is no assignment prefile for this catalog.
more from list link to search for

and add an assignment profile.
5. Review the added assignment
profile.
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