LMS USER GUIDE

ASSESSING LEARNER COMPETENCIES AND SETTING TARGETS

ASSESSING LEARNERS’ COMPETENCIES

1) Select My
Learners
quicklink

Powered by

VIRTUAL
COLLEGE

E>nahle

the complete LMS solution ~ Create B Manage W Deliver

== Learner Manager Dashboard 04 January 2012

Recently Viewe Quicklinks

P lanage Course Requests
P Personal Development

P Record SOP Session

» Reports

P Edit Profile

=4 You have (7) new messages in your inbox

& Announcements
W4 Links (1)
WResources (1)
®Look Up Email
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2) Select required
Learner and
click View User

=—
Powered by
VIRTUAL
the complete LMS solution ~ Create B Manage W Deliver COLLEGE
== Learner Manager Dashboard == Users 04 January 2012
Go directly to a user
You can search for a list of users by separating their names with commas more.
Sunamo~ |
@ Partial Matches () Sounds Like () Exact Match
Or select a department or organisation
-Paul Butler -
User Type
First Name | Surname | Postcode | UserlID | User Type | 0
Tom Jones1 LS2980D tomjones1 Learner I
® Paul Acresi18 LS29800 paulacres1d Learner

I View User '

Copyright ® 1995-2012 Virtual College Group PLG | All Rights Reserved

@ View Active Users () View Expired Users
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3) Select Job

Roles

Powere
VIR

coL

E>nanle

the complete LMS solution

Create B Manage P Deliver

| Fome- | tanage Uses | Help ot | oot |- |

== Learner Manager Dashboard == Users == View User 12

User: Tom Jones1 Help @ Quicklinks

P Personal Development
no profile image

PAB Enable Demonstration

Send Password Reminder

PAB Demos - Dept 1

Paul Butler

tomjones
View Contact Details

4)

5)

6)

This screen will
display any Job
Roles assigned
to the Learner.
To view the job
role click View

You can also
view any
archived job
roles by clicking
the View ~~
Archived Job
Roles link

To archive a job
role click the
Archive link
More information
on this
functionality can
be found in the
user guide on “
Archiving
Competency
Assessments
and Archiving
Job Roles”

Powered by
VIRTUAL
COLLEGE

E>nahle

the complete LMS solution

Create » Manage P Deliver

e e e Ll el —

12 January 2012

== earner Manager Dashboard == Users == View USEr=«iliaw Job Roles

View Job Roles

View Archived Job Roles

Archive

Shop Floor Employee Appraisal - 2010

Literacy and Numeracy3
ContactlUs  Accessibility
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7) To assess the
competencies Powars
assigned to this Ebllalllﬂ VIRTUAL

the complete LMS solution  Create B Manage B Deliver COLLEGE
Job Role, select

the Assess link i ——— L e s e L e —

== | earner Manager Dashboard == Users == View User »= View Job Roles == View Job Role 12 January 2012
Job Role Quicklinks
Title

Shop Floor Employee Appraisal - 2010

Description

Shop Floor Employee Appraisal - 2010 P Compare Assessments and Evaluate

Requirements P Development Plan

NIA P Endorsement Reguests
Comments

A
Custom Field

NiA

Performance against last year's objectives show: All -

Led or . L

Raised the standard of quality

Promoted team work in your area

Led or promoted safety improvements in your ares

Performance rating

Quality II‘ IZ‘
Continuous Improvement IE“Z‘ View
Dependsbilty II‘ IE"Z‘ View
Flexibility EE View
comemiction B
Safety Focused EE View

Teamwork

shaw: All M

ContactUs  Accessibility Copyright @ 1995-2012 Virtual College Group PLC | All Rights Reserved




8) Atthis screen
select Assess

9) Select the
competency
level for each
Job Skill

10) Select Next to
continue the
assessment

You can now carry out your assessment of the learner

E>nahle ViRkTiAL

the complete LMS solution ~ Create B Manage B Deliver cotL GE
[ [ Heme [ erageUses | HebaSuwopot [ bogent ||
== Learner Manager Dashboard == Users == View User >> View Job Roles == View Job Role == Assess 12 January 2012

You have already performed an assessment of Tom Jones1 for this role.

Would you like to perform another assessment?

I Assess ‘ Cancel

ContactUs  Accessibility Copyright @ 1995-2012 Virtual College Group PLC | All Rights Reserved

E>nahle ViRTUAL

the complete LMS solution  Create P Manage P Deliver

[ tome [ vnagetses | deasupot | Copout [ |

== Leamer Manager Dashboard == Users == View User == View Job Roles == View Job Role >> Asses 2

The ‘Required Level is
only visible to managers as
a guide

Performance against last year's objectives

n the following scale how would you rate Tom Jones1's performance of this skill,

or supported continuous improvement initiatives

You can add your
comments here, this may
be mandatory in some

Rating
) Not yet started
© will not meet

() Off target

() Mostly on target SeCtIOI’lS
() On target
(©) Complete (REQUIRED LEVEL) If you t|ck Endorse at

- this stage it shows as
complete on the Job

< Dengge | Skill matrix and

overrides anything a
MNext Back Save & Quit |eal’l’]el’ has tO Say

ContactUs  Accessibility Copyright ® 1995-201 durlng their

assessment.




11) Select
Compare
Assessments
and Evaluate

If the learner has completed their own assessment you can compare your assessment with
theirs

E > Ilalllﬂ VIRTUAL

the complete LMS solution  Create B Manage P Deliver COLLEGE

== Section Admin Dashboard =+ View User *> View Job Roles == Wiew Job Role 18 July 2014
Job Role GQuicklinks
Title
Baker =

Description
MA
Requirements
NIA P Endorsement Requests
Comments P Mansge Competencies
MIA | R
Custom Field
NiA

Flexibility! tast ona

Personal Care onow:
Halth & Extety |I| E |Z| View
Core Competencies Show:

Archive
Contact Us  Accessibility Copyright ® 1895-2014 Virtual College Group PLC | All Rights Reserved
12) Select

assessments
for m rison E> nable Powered by

or compariso VIRTUAL
and select the complete LMS solution ~ Create B Manage P Deliver COLLEGE
Compare and

Evaluate | Home | WanageUsers | Hebpasupeor | Logout | |

== | earner Manager Dashboard == Users == View User >= View Job Roles == View .Job Role == Camnd! 012
Select learner’s assessment
Compare and Evaluate for comparison from the drop

down box

You are about to undertake an evaluation of Tom Jones1.

You will be asked to rate their level of competency for each of the skills in

Select manager’s assessment

Please selecta leamers assessmentfor comparisen; for comparison from drop the

12-Aug-10 09:21 - down box
Please select a manager assessment for comparison:
14-Sep-10 14:16 - Paul Butler v
I Compare and Evaluate I Holistic Comparison “ Cancel
Contact Us ~ Accessibility Copyright @ 1985-2012 Virtual College Group PLC | All Rights Reserved




13) Select

Endorse when

competency
level has been
agreed

14) Add your
comments
here

15) Select Subn\t

\\EBLaEn

At this point you would be discussing the Competency Levels with the learner

Powered by

VIRTUAL

COLLEGE

E>-nahle

the complete LMS solution

== Learner Manager Dashboard == Users == View User == View Job Roles == View Job Role == Compare and Evaluate 12 January 2012

Create P Manage P Deliver

Performance against last year's objectives Question 1 0f 11

Led or supported continuous improvement initiatives

Tom Jones1 (12-Aug-2010):. Paul Butler (14-Sep-2010):

0 Banan
MA

Rating

Select agreed level of
Competency and click
Endorse. By not ticking
this box it shows as not
being completed

- On target
) 6 - Complete
Comment:

~ [¥|Endorse

| s

ContactUs  Accessibility Copyright @ 1985-2012 Virtual College Group PLC | All Rights Reserved

16) Select

Development

P|an to VieW The comparison evaluation is now complete

where further

action is

required_ Contact Us Copyright @ 1995-2010 Virtual College Group PLC | All Rights Reservad

Selecting

Finish will take

you to the Job
Role main
screen

17) Any
competencies

which have not

been marked
as achieved
will be

displayed here.

Targets can
then be set to
help learners
achieve the
required level

18) Select Create
Target

maintain

machinery & report any fault or damage. In line with 5's program. Create Target

To clean, repair an

ContactUs Copyright @ 1995-2010 Virtual College Group PLC | All Rights Reserved




19) Enter details
and select
Submit

> Powered by
VIRTUAL
the complete LMS solution Create B Manage P Deliver COLLEGE

== | earner Manager Dashboard == Users == View User > View Job Roles == View Job Role »> Development Plan == Add PDR Target 12 January 2012

Add PDR Target

This form has been auto-populated from a job skill. Please review these fields carefully before submission.

Target Title

Led or supported continuous improvement initiatives

This will be pre-
populated. Amend the
relevant information if
required along with the
1 review date

Target Description

Led or supported continuous improvement initiatives <

Milestone Measure

BAchieve the reguired level of competency for this j

skill.
Review Date
12 ~ January - 2012 -
| | Submit I [ Cancel
ContactUs  Accessibility Copyright ® 1995-2012 Virtual College Group PLC | All Rights Reserved

20) Once you have
completed
creating
targets this
screen will
appear.

You can return
to the main
page by
selecting the
View Job Role
link on the

bread cru/mb/

trail

VIRTUAL

COLLEGE

LV lldibG

the complete LMS solution

Create P Manage P Deliver

== Learner Manager Dashboard == Users == View User == View Job Roles == View Job Role == Development Plan 12 January 2012

Development Opportunities

Under Development

0% Knowledge View Target

Contact Us Copyright @ 1995-2012 Virtual College Group PLC | All Rights Reserved
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21) To view any
targets that
have been set.
Select the
Development
Plan link.

22) Any comments
made will
appear when
you select

View —

E>-nahle i

the complete LMS solution ~ Create B Manage P Deliver COLLEGE

[ ome [ Wansgesers | e Suppot | logou ||

== | eamer Manager Dashboard == Users »= Visw User »= View Job Roles => View Job Role 12 January 2012

Job Role Quicklinks

Title

Shop Floor Employee Appraisal - 2010 P Assess
Description

Shop Floor Employee Appraisal - 2010
Requirements

NIA

Comments

NIA

Performance against last year's objectives

Show: All -

Led or initigtives

rameamemsnemetal These boxes show green
Fromoted team work in | . .
when required level is

Led or promoted safety | . L4 View
achieved and grey when not oo
core: 45
Performance rating show: All -
Quality L4
Gontinuous Improvement L4
Dependabilty 4 iew
Flexibility L4 View
Gommunicstion L4 iew
Safety Focused L4 View
Teamwork L4
Score: 1§
Total: 33

Famdbnck e Annsosikilis Crurinkt @ ANNE ANAA Uishial Callans Senoe DL AL Dinkia Do




The Learner can View both Active and Completed Targets by viewing their Personal Development tab.
== [ashboard 30 May 2010

earning | Compl earning uested Leamning | Personal Developmen
Active Learni % leted Learni Requested L P | Devel it Help Fred Walters Help

Personal Development : PDR sxport

ice Organisation

Active Targets

Communication 21-8ep-2010  NotStarted  View=>

Completed Targets

Ta clean, repair and maintain machinery & report any fault or

30-Jun-2010  Achieved i
(damage. In line with 5's program. S ol —
Help
Add New Target () | View PR Documents (G) || My Job Role (&) B4 You have (4) new messages in your inbox

& Announcements
DLinks (1)
WResources (4)

ContactUs Copyright © 1895-2010 Virtual College Group PLC | All Rights Reserved




How to create a new PDR and move targets from a previous PDR

23) Login as a
learner
manager. From
the dashboard
select My
Learners

E>nahle VIRTUAL

the complete LMS solution Create P Manage P Deliver COLLE

———— e e et et e et e, .

>> Learner Manager Dashboard 15 April 2015

Recently Viewed Items Quicklinks

P My Learners

View Courses

Manage Course Requests
Personal Development
Skills Matrix

Existing Skills Matrix
Record SOP Session
Reports

Edit Profile

Course Detail

View Dashboard Reports
Administer Dashboard Reports

VVVFVVYVYVYYYY

Messages Help

=7 You have (0) new messages in your inbox

4, Announcements
@ Links (1)
UResources

Look Up Email
BPersonal Resources

SUbSCT‘iEUOﬂS

10




24) Select the
learner you
wish to View

Go directly to a user

You can search for a list of users by separating their names with commas more.

Surname e

® Partial Matches O Sounds Like O Exact Match

Select a Department

+paul Learner Manager V|
\ser Type
[\ v
\
First Name | Surname | Postcode | UserID | User Type | A
O ul Kissack25 L8298DD Kissack25 Learner
O Paul kissack240 LS298DD kissack240 Learner
O Paul Manager100 LS298DD Paulmanager100 Leamer
O Paul Manager101 LS298DD Paulmanager101 Leamer I
O Paul Manager114 LS298DD Paulmanager114 Leamer v

25) Click
Personal
Development
link from
Quicklinks on
the right hand
of the screen

l T ——

>> Section Admin Dashboard >> View User 15 April

PAB Enable Demonstration1 Training
Courses
Modules

b
2
P Groups
2
8

paul Learner Manager

o profile mage Log Historical Learning
Training Material (SCORM) Report

Paulmanager101
View Contact Details

Development

Y
P Personal Development
[IEEGIES
P Endorsements

P Progress Report

Actions

P Send Password Reminder
P Print Certificates

P Delete User

P Edit Details

11



26) You will see
the present
PDR with all
associated
targets

E > Ilallle VIRTUAL

the complete LMS solution ~ Create P Manage P Deliver COLLEGE

A

>> Section Admin Dashboard >> Users >> View User >> View PDR 15 April 2015

N sonal Development Review I:miﬁ_

31-0ct-2014  View >> P Create New PDR
» Edit PDR
> View i !
Active Targets View Previous PDR's
To be the best Not Started ~ 16-Apr-2015 Pending

Add New Target

ContactUs  Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved

27) Select the
Create New —_|
PDR quicklink

Powe

VIRTUAL

the complete LMS solution te » Manage P Deliver COLLEGE

RIS i —

)

15 April 2015

» Create New PDR

>> Section Admin Dashboard >> Users >> View User >> View PDR

Personal Development Review

31-Oct-2014  View >>

T
> View i .
Active Targets View Previous PDR's
To be the best Not Started 16-Apr-2015 Pending
Add New Target
ContactUs  Accessibility Copyright @ 1995-2015 Virtual College Group PLC | All Rights Reserved

12




28) Creating a
new PDR will
archive the
learners
current PDR

—~—

29) Type in a title
for the new
PDR and click
Submit

You can optionally
upload a Word
document if
required.

Powered by
VIRTUAL

COLLEGE

E>nahle

the complete LMS solution

Create » Manage P Deliver

R ——

board >> Users >> View User >> View PDR >> Create New PDR 15 April 2015

Create New Personal Development keview

CreatingNewPDRReplacesTheLearnersCurrentPDR undefined in DEFAULT .
Please enter a title for this PDR:

Please select a document te upload for this PDR:

Browse...

| Submit | | Cancel

ContactUs  Accessibility

E>-nahie

the complete LMS solution

Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved

Create P Manage P Deliver

——— — — — et Mo e

>> Section Admin Dashboard >> Users >> View User >> View PDR >> Create New PDR 15 April 2015

Create New Personal Development Review

CreatingNewPDRReplacesTheLearnersCurrentPDR undefined in DEFAULT .
Please enter a title for this PDR:

[PDR 2015-1¢] x

Please select a document to upload for this PDR:

Browse...

I Submit I Cancel

ContactUs  Accessibility

Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved
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30) If you require

to transfer a
target which is
outstanding
from a
previous PDR
Select the
View Previous
PDRs quicklink

VIRTUAL

COLLEGE

E>nable

bg complete LMS solution  Create P Manage P Deliver

)

>> Section Admin Dashboard >> Users >> er >> View PDR 15 April 2015

Personal Development Review

P Create New PDR
» Ed PDR

View Previous PDR's

PDR 2015-16

Active Targets

Add New Target

ContactUs  Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved

31) Select the

magnifying
glass relative
to the target
you wish to
move

N

Powered by

oy

VIRTUAL

COLLEGE

E>nahle

the complete LMS solution Create p MDHF;QD p Deliver

)

>> Section Admin Das d >> Users >> View User >> View PDR 15 April 2015

Personal Development Review

This is not the learner's current PDR. Click here [N<gw the current PDR.

P Create New PDR
P Edit PDR
P View Previous PDR's

31-Oct-2014  View >>

Active Targets

To be the best

Not Started ~ 16-Apr-2015 Pending D

ContactUs  Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved
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32) Selectthe
Transfer
Target
quicklink

>> Section Admin Dashboard >> Users >> View User >> View PDR >> View Target 15 April

E>nable v

the complete LMS solution ~ Create B Manage P Deliver COLLEGE

2015

Title
To be the best P Edit Target
Review Date ytand Tarae
16-Apr-2015 oet
Status Withdraw Target
Not Started
Description
N/A History
Milestone Measure
NIA

Help

Add Comment
Completed Courses Help

33) Enter a reason
for the target
transfer

34) You can also

inform the
learner via \
email (if you so

wish). When
you have
finished click
Submit

35) Enter a new
review date as
required

E>nahble 501

the complete LMS solution  Create B Manage P Deliver COLLEGE

>> Section Admin Dashboard >> Users >> View User >> View PDR >> View Target >> Manage Target 15 April 2015

Manage Target Transfer Target Information Help

Title
To be the best
Review Date
16-Apr-2015
Status

Not Started . . .
e Destination PDR is shown

N/A here

Rgason for transfer.

Destination Milestone Measure
. N/A
New Review Date
\ 2016 v Completed Courses Help
[ Notify by emaj | Submit || Cancel |
Active Courses Help
Training Requests Help
ContactUs  Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved

15




36) The target has
now moved
from the
archived PDR
to the latest
PDR

E> Nanie VIRTUAL

the complete LMS solution ~ Create P Manage P Deliver COLLEGE

)

>> Section Admin Dashboard >> Users >> View User >> View PDR 15 April 2015

This is not the learner's current PDR. Click here to view the current PDR.

P Create New PDR

31-0ct2014  Viewss P EditPDR
P View Previous PDR's

Active Targets

Contact Us  Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved

> nahle VIRTUAL

the\complete LMS solution Create » Manage P Deliver COLLEGE

A

min Dashboard >> Users >> View User >> View PDR 15 April 2015

P Create New PDR
P Edit PDR
P View Previous PDR's

Personal Development Review

PDR 2015-16

15-Apr-2015  View >>

Active Targets

To be the best Not Started 16-Apr-2016 Pending
Add New Target
Contact Us  Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved
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