LMS USER GUIDE

LINKING COMPETENCIES TO COURSES AND QUIZZES

INFORMATION - These functionalities allow you to allocate a course relative to a competency level. Also link a
competency level to quiz score.

ADDING A COURSE TO A JOB SKILL
1) Navigate to Job Skill using the relevant procedure for your level of access as shown below

Section Admin Procedure Section Admin Dashboard>Job Skills
Organisation Admin Organisation Admin Dashboard> Job Skills
Procedure
2) SelectaJob
Skill you
. Powered by
wish to add a E’“ﬂble VIRTUAL
course to the complete LMS solution ~ Create » Manage B Deliver gULEEGE
e ————— e B i o B————
3) CIICk VIeW == Section Admin Dashboard == Manage Job Skills 04 August 2014

Manage .Job Skills

Quick Search

RS 20T SUTvey Weter and Beta probe E=naniE COW-HIGN (Standard Ratng)

N
Recovery Position E=nable Low-High (Standard Rating}
Rinse, Wipe, Rinse method of E=nable Low-High (Standard Rating)

L Safety Focused E=nable Low-High (Standard Rating}
Scaffold hooks E=nablz Low-High (Standard Rating}
Secondary survey E=nable Low-High (Standard Rating)

Showering Exnable Low-High {Standard Rat,

4) Select
Manage Job
Skill
Activities

P lManage Job Skill Activities -
P Edit Details

> Powered by
na e VIRTUAL
the complete LMS solution ~ Create B Manage B Dellvs GOLLEGE

=> Section Admin Dashboard >> Manage Job Skills == View Job Skill 08 December 2010

Job Skill Details Quicklinks

Description

Safety Focused P lianage Job Skill Activities
Competency Structure P Edit Details

Performance Rating

Competency Structure

1 Unsatisfactoy
2 Improvement desired
3 WMeets expectations

4 Exceeds expectations

Job Skill Activi
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5) Select Add
Activity

E>nahle s 2

the complete LMS soluion  Create ® Manage P Deliver COLLEGE

e e e e e

== Section Admin Dashboard == Manaqe Job Skills == View Job Skill == Manaqe Job Skill Activities 08 December 201(

Learning Activities: Safety Focused

] < —
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6) Selectthe
course you
wish to
associate
with this Job
Skill

7) Click Add
Selected

a learning activity to add to the

Quick Search

Cleveland Potash 2

(LA

COSHHV2

m @  Department Monitor Functionalty I

eQuals 408 Networking - portfolic Course

[ Add Selected @
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8) Select the
Competency
level
successfully
completing
this course
will satisfy

9) Click Finish

POWsrEa oy
t>Ndnie VIRTUAL
the complete LMS solution ~ Create B Manage P Deliver Select the competency level COLLEGE

successfully completing this
course will satisfy

08 December 2010

Learning Activities: Safety Focused

Department Monitar Functionality

Crasreny [ ] <

Remove
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10) Navigate to Job Roles using the relevant procedure for your level of access as shown below

Section Admin Proc

edure Section Admin Dashboard>Job Roles

Organisation Admin
Procedure

Organisation Admin Dashboard> Job Roles

11) Select the
relevant Job
Role and
click View

E>-nable

the complete LMS solution  Create B Manage P Deliver

VIRTUAL

COLLEGE

== Section Admin Dashboard == Manage Job Roles

21 July 2014

Manage Job Roles

Quick Search

Baker
Builder
Careers Advisor
Community Learning support worki

Connector Machinist CANM

Create New View
Ol e O
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E>nahle

the complete LMS solution Create P» Manage P Deliver

| = EEeeee

»> Section Admin Dashboard >> Manage Job Roles
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Powered by

VIRTUAL

COLLEGE

21 July 2014

Manage Job Roles

Quick Search

CIETACy AU TOTTTETCY

Literacy and Numeracy V2

Literacy and Numeracyv3

® MACHINIST

MACHIMIST

Mechanic

Networking Test

| CreateNewI View I
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12) To allocate a
course at the
same time as
adding a Job Skill
to a learner.

Select View —]

| e

m
=

T ET———

== 3ection Admin Dashboard == Manaae Job Raoles == View Job Role

08 December 2010

Job Role

Title
MACHINIST

Description
To manufacture the companentto product specification & drawings, obsenving quality, health & safety and
industry standards and working to the Company competency standards

Requirements
Time served within an engineering manufacturing environment (preferably engineering) with a continuous
improvement affitude Apprentice trained within engineering manufacturing as a minimum

Comments
The post holderis required to have an understanding of both the duties and responsibilities of the role and
also the Company mission, vision and values along with an understanding and working knowledge of
Continuous Improvement, 5°,. Procedures and how to implement them..Itis also understood that the post
holder will adopt 2 flexible attitude towards their work and cope with the ongoing demands of change by
adjusting priorities to meet business demands and training other employees as and when required

Custom Field
NIA

Quality Focused

To have 8 good understanding of measuring end gauging processes

Ta ensure that the machine is set comeatly so thet the job is performed with minimum edjustments

Quicklinks

P Add Leamer

P llanage Leamers

P Add Skill Category

P Remove Skill Category

P Sequence Skill Categaries
P llanage Skills

P l1anage Skill Allocation

P l1anage Role Allocation

P Edit Details

View
view

Vigw

Sequence Skills

Safety Driven

To adhere to &ll Health & Safety requirements / support sefety program

Safety Focused

Sequence Skills

Add Skil

(ool e
(2]l 4 e
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11) Then tick the
Allocate
activities box

\ctivities

Allocate associated learning activities to learners with this role.

E>nahle

the complete LMS solution  Create [P Manage P Deliver

== Section Admin Dashboard == Manage JI b Roles == View Job Role == Edit Job Rale Skill

You can allocate the course to the
learner prior to carrying out an
assessment by ticking this box

Powered by
VIRTUAL

COLLEGE

08 December 2010

Edit Job Role Skill
Role Name
MACHINIST

5kill Hame
Safety Focused

Competency Structure
Performance Rating

Learning Activities

Department Monitor Functionality

Options
Activities

Allocate associated leaming activities to learners with this role.

Required Competency Level
Meets expectations v
Endersement
Request Endorsement Automatically
@ Leamner Requested Endorsement
Automatically Endors e

Submit ] ‘ Cancel

Quicklinks

P Linkto Module Quiz
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12) Alternatively,
select the
Manage Skill
Allocation option
from the Job Role
screen.

Quicklinks

P Add Learner

P WManage L earners

P Add Skill Category

P Remove Skill Category
P Segquence Skill Categories
P [Manage Skills

P Manage Skill Allocation
P [Manage Role Allocation
P Edit Details

== Sedion Admin Dashboard == Manage Job Roles == View Job Role

e —

08 December 2010

industry standards and working to the Company competency standards

Requirements

Custom Field

NiA

Quality Focused

To have a good understanding of measuring and geuging processes

To ensure that the machine is set comectly so that the job is with mi

also the Company mission, vision and values along with an understanding and working knowledge of
Continuous Improvement 5'S,. Procedures and how to implement them. Itis also understood that the post
holder will adopt a flexible aftitude towards their work and cope with the ongoing demands of change by
adjusting priorities to meet business demands and training other employees as and when required

Sequence Skills

Safety Driven

To adhere to all Health & Safety requirements / support safety program
Safety Focused

Segquence Skills

Job Knowledge

Te have a working knowledge of program editing, and programming. With good control skills.

To have a working knowledge of program editing, and programming. With good control skills.

Sequence Skills

Title
MACHINIST P Add Leamer
Description P lanage Learners
To manufacture the component to product specification & drawings, obsening guality, health & safety and P Add Skill Category

P Remave Skill Cateqary
P Sequence Skill Categories

Time served within an engineering manufacturing environment (preferably engineering) with a continuous P |lanage Skills
improvement attitude Apprentice trained within engineering manufacturing as a minimum

P Wanage Skill Allocation

Comments _ _ _ ) - P llanage Role Allocation
The post holder is required to have an understanding of both the duties and responsibilities of the role and P Edit Dotails

T
VIEW

View

T
VIEW

View

View
view

View
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13) Click on the
Select link to add
a course to a Job
skills competency
level

Select each level you wish to
Safety Focused have the system allocate the

1 Unsafisfactoy course to the learner

2 Improvement desired
3 Meets expectations {required) Q ;

4 Exceds expectstions

VIRTUAL
COLLEGE

E>nable

the complete LMS solution ~ Create P Mahage P Deliver

I R T T T —

== 3action Admin Dashboard == Manage Job Roles == View Job Role == Manage Competency Allocation 08 December 2010

Manage Job Skill Competency Course Allocation

Quality Focused
To have a good understanding of measuring and gauging processqs
1 Basic Awareness Select Remove
2 Some Awereness Seledt Remove
3 Aware (required) Seledt Remove
4 Good Awareness Select Remove
5 High Awarenes Selext Remove
To ensure that the maching is set correctly so that the job is performed With minimum adjustments
1 Basic Awareness Select Remove
2 Some AWErEness Seledt Remove
3 Aware {required) Select Remove
4 Good Awareness Select Remove
5 High Awareness Select Remove
Safety Driven
To adhere to all Heatth & Safety requirements / support safety program
1 Basic Awareness Select Remove
2 Some Awsreness Select Remove
3 Aware {required) Selext Remove
4 Good Awarensss 5
5 High Awareness S
satety Focused \
1 Unsatisfactoy Select Remove
2 Improvement desired Select Remaove
3 Meets expectations (required) Select Remove
4 Exceeds expectstions Selext Remove
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14) Select the
relevant course
from the list and
click the Add
button

E>nahle

the complete LMS solution ~ Create B Manage P Deliver

I ——— s s s e ———

== Section Admin Dashboard == Manage Job Roles == View Job Role »= Manage Competency Allocation => Add Course Allocation

Powered by
VIRTUAL
COLLEGE

08 December 2010

Add Course Allocation

Please select the course you would like to allocate when a learner is endorsed as

'Unsatisfactoy’
on the following skill:
'Safety Focused'
.
COSHH W2 E-learning
@  Department Monitor Functionality E-learning I W

eQuals 408 Networking - portfolic Course

Getting the Most from E=nable

Portfolio Course

In House Training
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15) Repeat to
add the course to
further levels.

The course has now been
added to the competency level

e e

1 Unsetisfactoy

2 mprovement desired

3 Mests expectations (required)
4 Expeeds expectations

Depariment hanitor Functionality

Select Remove
Seledt Remove
Select Remove

Seledt Remove
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LINKING A JOB SKILL COMPETENCY TO A MODULE QUIZ

1) From the Job
Role screen
select the View
option relative to
the Job Skill you
wish to link to a
module quiz

P Link to Module Quiz L By linking a Job Skill to a Module Quiz
P Link to Training Event you can directly relate a quiz score to a
competency level

Powered by

VIRTUAL

COLLEGE

E>-nable

the complete LMS solution  Create B Manage P Deliver

—— | Wi

== Section Admin Dashboard >+ Manage Job Roles == View Job Role == Edit Job Role Skill

i —

04 August 2014

Quicklinks

P Link to Module Quiz
P Link to Training Event

Edit Job Role Skill

Role Name
Finance Advisor
Skill Name
Communicate at all levels
Competency Structure
Sesame Bankhall Group

Learning Activities

re are no

Activities
Allocate associated leamning activities to laamers with this role.
Required Competency Level
Meets the required standard W

Endorsement
Q Request Endorsement Automatically
® | eamner Requested Endorsement
() Automatically Endorse

Submit || Cancel

2} Select the
module which
contains the quiz
you wish to link to

E>nable ¥

the complete LMS solution ~ Create B Manage W Deliver COLLEGE

\\Secﬂon Admin Dashboard == Manage Job Roles == View .Job Role == Edit.Job Role Skill == Module Quiz Mapping 08 December 2010

Module Quiz Mappings: Safety Focused

a module to associate with this job skill.

@  Numeracy

M—
m o

17th Edition V2

2392-10 Fundamental Inspection, Testing and Initial Verification

An Introduction to e-Qualty Counts

| select [T qpe—
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3) You can enter
the relevant
scores which
map to each
competency

level. =™—— |

E>nahle

the complete LMS solution

Create p Manage P Deliver

1 Does not understand

2 Has a basic level of knowledge

3 Mests the required stsndard

4 Exveedsthe required standard

5 Excels at this skill

e Bisk Assessment of Simple Premises

Fire Risk Assessment of Simple Frems

Fire Risk Assessment of Simple Premizes

Fire Risk Assessment of Simple Premises

Fire Risk Assessment of Simple Premises

Apply || Change Module H Change To Training Event H

Cancel
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