LMS USER GUIDE

CREATING GROUPS

1) Navigate to Groups using the relevant procedure for your level of access as shown below

Section Admin Procedure Section Admin Dashboard>Groups

Organisation Admin Procedure | Organisation Admin Dashboard>Groups

Organisation Admin Basic Organisation Admin Basic Dashboard>Groups
Procedure

> Powered by
na e VIRTUAL
the complete LMS solution  Create B Manage W Deliver COLLEGE
== Zection Admin Dashboard == Groups 07 September 2009
Go directly to a record
Search for multiple records by separating your search terms with commas in the box below.
2) Select Add
Name |- | Find
New Group : :
[ Tick here to find partial matches
Name | Type | Organisation |
O UHNS- 170809 Job Role
Click on Add New
Group
[ Add New Group Delete =)
ol v R TS e
> Powered by
na e VIRTUAL
the complete LMS solution ~ Create » Manage W Deliver COLLEGE
I I I T
3) Complete the >> Section Admin Dashboard >> Groups >> Edit Group Details 06 November 2015
form
Edit Group Details
Title ™
Description * Mandatory fields
| i *
4) Select are shown with an
Submit
Type * Job Role E V]
Messaging A or & Mentor M ging v
Organisation v
Department - All Departments - v
Submit | | Cancel
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5) Select
Courses

You are now ready to add course(s) to your group

E>-nahle

the complete LMS solution ~ Create P Manage WP Deliver

>> Section Admin Dashboard >> View Group 06 November 2015

Quicklinks

Members & Courses

Group: Charlie

Type: Job Role

Organisation:

Department: Al P Add Members
Members: 0 P Remove Admins i
embers: > Click on Courses
Active 0 »
Members: P Deliveries
Expired 0 P Supervisors
Members: )
Courses: 0 Actions

P Repair Group

P View Criteria Matrix
P Send Group Email
P Edit Details

Supervisors: 0
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6) Select Add
Course

E>nable

the complete LMS solution Create » Manage P Deliver

.,

>> Section Admin Dashboard >> View Group >> Current Group Courses 06 November 2015

Current Group Courses

Title | Modules on Group \ Total Modules |

There are no items to display in this list

View Course Record Edit Modules

Add Course Remove Course
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7) Highlight the

LA
the complete LMS solution ~ Create B Manage P Deliver

e ettt ettt ettt ettt e

>> Section Admin Dashboard >> View Group >> Current Group Courses >> Add Course 06 November 2015

[] Squd Message to Learners (as there are no learners in the Group at this stage)

Customise & send an email informing users of the new co|

Go directly to a record

Take the tick out of the box to send message to Learners

Search for multiple records by separating your search terms with commas in the box below.

back to View
Group

relevant
COUfSG(S) and Course Name V| : |
Select Ad d Tick here to find partial matches
Selected
@ How to Delegate Effectively A
O How to Develop a Culture of Openness and Trust
O Howto Develop an Effective Induction
O How to Manage Capability
O How to Manage Coaching v
Add Selected & Another || Add & Customise || Add Selected
Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved
The course will then have been added to your group
EPIIablﬂ , Use the breadcrumb trail
the complete LMS solution ~ Create P Manage P Deliver .
to go back to View Group
pvember 2015
8) Use the
breadcrumb Title | Modules on Group \ Total Modules |
tra" to go O How to Delegate Effectively 1\

Add Course Remove Course View Course Record Ed

it Modules

Accessibility
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9) Select Add

E> nable

the complete LMS solution

Create » Manage W Deliver

>> Section Admin Dashboard >> View Group

This is the view of the Group you have created

N o W T T —

06 November 2015

Group: Charlie
’ P Type:

Organisation:

Job Role

Quicklinks

Members & Courses

Members Department: Al : %ﬂ:\
E— > View liembers Click on Add Members
Active 0 » Courses
Members: » Deliveries
Expired 0 » Supervisors
Members: )
Courses: 1 Actions
Supervisors: 0 » Repair Group
» View Criteria Matrix
» Send Group Email
» Edit Details
Accessibility Copyright © 1995-2015 Virtual College Group PLC | All Rights Reserved
You now can start adding new members to this group
> Powered by
E “able VIRTUAL
the complete LMS solution ~ Create B Manage Wb Deliver YelgEGE
R - -
== Section Admin Dashboard == Groups == Vigy Leave bOX tICked If you Want the SyStem to leptember 2009
email new members You use the
Add Group Membzr Go direCtIy to
Send a message to new members user Option to
[]Send a message to group supervisors SearCh
Go directly to a user
You can search for a list of users by separating their names with commas more. OR
Smame 4| ,
. @ Partial Matches O Sounds Like (O ExactMatch Ou can use
10) Find the the
relevant Or select a department eor organisation i i
Organisation / Department Org an|sat|0n /
learners

User Type

First Name | Surname |

Postcode |

User ID |

User Type |

Department to
bring up a list
of learners

Check All  Uncheck

(

Add / Remove by Filter

06 November 2015




- e

== Section Admin Dashboard == View Group: UHNS - 170909 == Add Group Member 11 September 2009

Add Group Member )

Send a message to new members

[JSend a message to group supervisors

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

sumame .|

@ Partial Matches O Sounds Like O Exact Match

Or select a department or organisation

1 1) H | g h I | g ht th e Organisation / Department

relevant [+Everyone v
learners User Type
| =
12) Select Add 2
D Paul Butlere0A LS238D0 PABEOA Organisation Admin
Selected
lan Carruthers LS29800 170908 Learner
O enable =a L5298DD enablesa Section Admin
Lindsay Sketton LS298D0 170909LS Learner
Sally Smith LS238D0 1709095 Learner
w
Check All  Uncheck
[ Add / Remove by Filter ][ AddSelected
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If you have clicked the box to send a message to new members, then the following screen will
appear

== Section Admin Dashboard >= View Group == Add Group Member == Send M 06 November 2015

Send Message

Preview: email-message

The system can automatically send a message to let people know what action you have taken. Below is the draft email that you can customise if
required.

The text in brackets {} are where information is pulled automatically from the system for each individual recipient eg. their name, their login details
etc - please do not change those.

The preview shows your details, not the recipient's

List of system information
Help with formatting

E>nable e-Learning Registration Details

13) CIICk Sen d Dear enable sa ~

When yOU are We are pleased to confirm that you are now regi: on the Learning System and can use your material for

ready to Send How to Delegate Effectively

Your training material can be accessed at www.vctms.co.uk using the following usemame
the message

usemame - pabsa
hd

When you first log into the system, please click on the "Edit Profile” link to
<  If wish to you can edit the message by clicking the
Recipients Edit button, making the relevant changes to the

message and selecting Done

Select people from the following list to receive the message. Any rdg

First Name | Surname | User D | Email Address | ~
¥  Pau Butier13 Butler13 paul butler@virtual-cvoliege co.uk
¥  Paul Butler14 Butler14 paul butler@virtual-cvollege co.uk
¥  Pau Butier15 Butler1s paul butler@virtual-cvoliege co.uk s

Check All Uncheck

Accessibility
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14) The Report
button will now
be available,
select this if
you wish to
produce an
Excel
spreadsheet
containing the
relevant details

This report is optional

St G =
HOME | INSIRT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW
o R I i

oo Calibri S AN S== ®- EeWeplet General -
ER) Copy -
Pajte * Format Painter | BN T U v Ele - A~ & 3= ElMerge&Center + - 95 0 0 8
Clipboard ] Font ] Alignment E] Number E]
Al - First Name
A I B C D E F C
1 |First Name [ Surname | User ID Organisation Email Address Message Status
2 Paul Butlerl3 |Butlerl3 |PAB Enable Demonstrationl |paul.butler@virtual-cvollege.co.uk |Sent
3 Paul Butlerl4 |Butlerl4 |PAB Enable Demonstrationl |paul.butler@virtual-cvolleg uk |Sent
4 Paul Butler15 |Butlerl5 |PAB Enable Demonstrationl |paul.butler@virtual-cvollege.co.uk |Sent

15) You can see
the learners
have been
added to the
Group

E>nahle

the complete LMS solution ~ Create P Manage P Deliver

L — e S e —

>> Section Admin Dashboard >> View Group 06 November 2015

Quicklinks

Members & Courses

Group: Charlie

’ v Type: Job Role
Organisation:

Department: All > Add Members
i P Remove Admins
Members: 3 P View Members
Active 3 P Courses
Members: P> Deliveries You can Send a Group
Expired 0 P Supervisors
Members: email (this does not
Courses: 1 Actions

P Repair Group
P View Criteria Matrix/
P Send Group Email

P Edit Details

send a password

Supervisors: 0

reminder)
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