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For Content Administrator

Add a certificate to an existing catalogue Item _
Last Updated August 2016 (Version 1.2)
Menu Manage Learning — Manage Catalogue -
A certificate for a Catalogue Item can be added during the initial set up stage. However, you may also Edit Catalogue Item

add a certificate at a later date if omitted during the initial set-up or the certificate has become available Department DCCSDS, DATSIP, DPC, NPSR, EHP

at a later date.
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From the Catalogue Manager screen, click
the ‘Search for Catalogue Iltems’ enter
keyword or phrase. Click ‘Search’.

Click on the Catalogue item you would like to
add the Certificate to.
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Catalogue Item: TEST-Cloud Learning System Documents

Edit Leaming Event
> g

From the ‘Actions’ menu click ‘Edit
Catalogue Item’.

Edit Catalogue Item

v Tasks B Notes & Attachments W Tags (1) - .
Edit in Wizard

Assign Leamning
& Enrolled Users (0): Not Attempted (0), Incomplete (0), Completed (0).

Name TEST-Cloud Learning System Documents

Identifier test-cloud-leaming-system-documents-20141015

Approx Duration {minutes) 60

Instalaunch link hitp://dcesds. cls janisoncloud. com/g/test-cloud-learing-system-documents-20141015 @
Status @ Avsilable in Catalogue

Overview

Price

Due Date (None) -

Has Certificate q

Template (Mot specified) -

i L-Earn Add a certificate to an existing Catalogue Item

To add a certificate, tick the check box next

to ‘Has Certificate’.
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Price

Due Date (None) -

Has Certificate

Certificate Code

()

Certificate Template -
Select files...
For Departments other than DCCSDS, please

select your certificate by clicking on ‘Select
files...’. Navigate to locate .pdf certificate file
from local directory and select.

Template (Mot specified)

> Thumbnails

» Competencies

» Extended Information
Additional information about this Catalogue Item.

» Self Enrolment Settings

» Additional Enrolment Settings

Save Catalogue tem 8 ancel Click ‘Save Catalogue Item’ to confirm the
changes.
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