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Menu Manage Learning — Manage Catalogue-
Edit Catalogue Item

Queensland . 1 Department DCCSDS, DATSIP, DPC, NPSR, EHP

" Government I Lea rn e

B Manage Learning # v From the menu button ‘=’ select
TR E TN Catalogue Manager | @  Manage Leaming | ‘Manage Learning’.
Manage Sessions B  iLeam Support
Enrolments
Assign Leaming Search for Catalogue ltems 4wy account
Add Leaming Wizard B My Calendar Select ‘Manage Catalogue’ from the left
Manage Leaming Assets <] Logout menu. This should be the default
Approve Learning Available in Catalogue (4 Mot in Catalogue (2) Diraft (4) Archived (2006 T selection.
Reports

Vo

From the Catalogue Manager screen,

click the ‘Search for Catalogue Items’
Search for Catalogue Iltems enter keyword or phrase in the search
box. Click ‘Search’.

Reset Search

Available in Catalogue (1) Mot in Catalogue (0) Draft (0) Archived (0) All {1)
Type Catalogue Name Number Of Enrolments Created
Bl non
— Click on the name of the Catalogue item
) to be edited.
4/ 4 o B w 20 =  items per page 1-1of 1 tems &
Make Private
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Adding a Competency

B Manage Learning

Manage Catalogue

Manage Sessions
Assign Learning

Add Leaming

Manage Leaming Assets
Approve Leaming
Reports

Customisable Reporis

® Recently Viewed

Catalogue Item: TEST-Clouds

+ Tasks B notes & aftachments W Tags (1)

& Enrolled Users (0): Mot Attempted (0), Incomplete (0), Completed (0).

Name TEST-Clouds

Identifier test-clouds-20141031

Approx Duration (minutes) 120

Status @ tvailable in Catalogue m

Overview Archive

How to create an event for Content Adminisirators Make private

T\

| Actions -

Edit Leaming Event
Edit Catalogue Hem

Edit in Wizard

Assign Leaming

Click ‘Actions’ and select ‘Edit
Catalogue item’ from the menu.

Tags

- DCCS05

Leaming Event clouds with Leaming Event Sessions (2)Clouds

» Competencies

v Extended Information
Additional information about this Catalogue ltem.

Code L&OD
Cost Centre 4000

> Recent activities
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Edit Learning Event:Clouds

Mame* Clouds
Identifier* test-clouds-20141031
Description

Edit- Insert~ \View - Format-  Table -

4 o Fomas- B /] E E E E E-E-ZT E £ O

This training is specific for Event Facilitators and Course Administrators

Components

N

Select Leamning Asset

Component Prerequisite Weight prf::;:;s Actions
sl | carning Event —_
set full stoj 100
E Clouds P 0 + °

» Thumbnails

|v Competencies n

You can add Competencies or Competency seis io this Catalogue Item. Learmners will automatically obiain thezse
Competencies after completing this Catalogue ltem.

From Learning Assets linked to this Catalogue Item
Mo Records To Display

Competencies for this Catalogue Item

Specify Competencies and Competency sets achieved through completion of this Catalegue Item. They will automatically be
awarded to any learner after completion of the Catalogue Item.

Code Name Active Validity Actions

[102] Duty of Care

Click ‘Competencies’ to expand the screen.

Click the drop down menu and select the
Competency. Click the ‘Plus’ sign.
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* Thumbnails

v Competencies

You can add Competencies or Competency sets to this Catalogue Item. Leamers will automatically obtain these
Competencies after completing this Catalogue Item.

From Leaming Assets linked to this Catalogue Item
No Records To Display

Competencies for this Catalogue Item

Specify Competencies and Competency sets achieved through completion of this Catalogue ltem. They will automatically be

awarded to any learner after completion of the Catalogue ltem.

Code Name Active Validity
L 102 Competency Unit True Forever
Duty of Care

Actions

o4

If there are more than one competency you can
change the order by clicking and dragging the
Cross.

More competencies can be added to the

Select Competency or Competency Set

-

> Extended Information
Additional information about this Catalogue ltem.

> Self Enrolment Settings

> Additional Enrolment Settings

Save Catalogue lem 8 e

catalogue item if required.

To remove competency to Step 9 on page 6 of
this guide.

Click ‘Save Catalogue Item’ to save your
changes.

L
I I.Ear“ Add or remove a competency to an existing Catalogue Item

Page 5




Removing a Competency

» Thumbnails

v Competencies

You can add Competencies or Competency sets to this Catalogue Item. Leamers will automatically obtain these
Competencies after completing this Catalogue ltem.

From Learning Assets linked to this Catalogue Item
Mo Records To Display
Competencies for this Catalogue Item

Specify Competencies and Competency sets achieved through completion of this Catalogue Item. They will automatically be
awarded to any learner after completion of the Catalogue Item.

Code Name Active Validity Actions
| ; True Forever n @ =
102 Competency Unit . .
Dut:: of im Click the ‘Red Stop sign’ to remove the
r ™
Message from webpage M Competency.
A pop up box will appear. Click ‘OK’ to confirm.
Select Competency or Competency Set a— ) /
Are you sure you want to remove this competency? y
k- A

» Extended Information

Additional information about thi 1 fanee

» Self Enrolment Settings

> Additional Enrolment Settings

Save Catalogue item 10 sEnIes

Click ‘Save Catalogue Item’ to save your changes.
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