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TRAINING LOGISTICS 

Overview

The training function of IQCS has been designed to simplify the logistics related to scheduling course sessions and conducting and recording the results of course sessions. This includes functions for selecting cadre, facilities, equipment, materials, and supplies for each training session; enrolling selected employees to course sessions; developing tent cards and/or name tags and certificates; generating letters, and documenting the results of training.

The advantage of using session administration is that course completion will be credited to the employee’s competencies and training record concurrently. This eliminates the need for the account manager to manually input the course completion credit i.e. competencies and training record. 
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Objectives

By the end of this module, you will be able to:

· Schedule Training.

· Select Cadre, Facilities, Equipment, and Supplies 

· Enroll students
· Develop and Maintain Training Roster 
· Complete Certificates, Evaluations, Letters and Documentation

· Run Training Roster report for a Single Course

· Run Tent Cards and Name Tags for a Session

· Run Session Address Labels report for a Unit 

· Record Results

· Review, edit, and run the course cost report

Roles

The following roles will participate in the activities described in this module:

· Account Manager

· Training Officer
· Training Coordinator
Activity Overview – Create Course Session 
All NWCG courses and some agency specific courses are loaded in the Course Table in IQCS. Information specific for each course, as described in the Field Managers’ Course Guide, is also held in the course table. The training officer or course coordinator will schedule a course session in IQCS. 
In IQCS all training functions are under Enterprise Learning on the menu. 
Course Sessions can be used to manage all levels of courses from local to national. When a course session is complete, data concerning an employee’s enrollment in the course is automatically applied to that employee’s training record and competencies. This enables the account manager to rapidly apply the competencies for a group who completed the Work Capacity Test or rapidly give credit to a large group of responders for entry level courses or recurrent courses. 
For more help on setting up sessions refer to PeopleBooks. 
Instructions

1. Navigate to Enterprise Learning>Define Course/Cost Details>Course Sessions and click on Add New Value tab.
2. Type in the course code without a hyphen, i.e., S230, or click the magnifying glass to return a search list of all courses. 
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Course codes at the course table and session pages do not have hyphens due to a restriction in field length as delivered by PeopleSoft. To View the course table navigate to Enterprise Learning>Define Course Cost Details>Courses. In the course code field type “S” for suppression skill courses, “I” for ICS courses, etc. 

3. Click on “Add” button. The system will generate the course session number automatically. 
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Session numbers are associated with start and end dates to make these values unique. Do not reuse completed sessions. Users should note the Session number assigned for future use.
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4. Accept [image: image2.png]


 in ‘Session Status’ field when you create a new session. Students can only be enrolled in “Active” sessions. When the course session is completed, IQCS automatically updates data for each enrollee. 
5. Accept the [image: image3.png]


 check in the “Session Administration” box.
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When selected, IQCS administers the course session. If you uncheck this box you will not be able to enroll students from the IQCS accounts nor will competency records or training records be updated. 
6. Enter the “Start Date” and “End Date” for the session by typing in the date or calendar lookup [image: image4.bmp].
7. Leave Rescheduled box blank.
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Check this box only if you change session information, such as dates or times, so you know you have made changes to the original information. When you select this check box and save the page, the system changes the letter code in the student training record to RSC (reschedule). 
8. Type/Enter Start Time and End Time.
9. The “Duration” is automatically populated from the course table and is editable. The “Duration Unit” defaults to Hour which is the most commonly used value but can be changed to other units of measure.
10. Enter the values “Min Students/Session” and “Max Students/Session” that fit your session. The values of “1” and “999” have been set at the course table in order to give the most flexibility to the system. 
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When the nomination process is used in IQCS the system will automatically waitlist students who have been selected but exceed the “Max Students/Session.” When the course session enrollment is used the following warning will appear. (You will NOT get this message using Rapid Session enrollment.) 

Warning - The number of students enrolled in this session exceeds the maximum number of students specified for the session on the Course Session Table. This is a warning message only. 
If appropriate, either drop some students from the session or change the session maximum. To change the session maximum, use the Course Session Table pages. To drop students from the session, use the Course Enrollment pages you are currently on. 
11. Use ‘Vendor ID’ when a vendor puts on a course. Vendor ID’s are stored in the vendor table. Instructions for adding to the Vendor Table can be found in Module 11.
12. [image: image57.png]


Lookup and select the ‘Course Coordinator ID ’ or type in the Empl ID. This search will return all the employees in IQCS. Narrow your search using at least Last Name, and the Department Setid. 
13. Select the level of your course in “Course Offer Level”: Geographic Area, Local, or National. 
14. Enter the Unit ID of the office sponsoring the Training in ‘Sponsor Unit ID’ field. The Unit ID lookup will return all Unit IDs. Narrow your search by typing the state code in the ‘Unit ID begins with.’
15. Enter/Lookup[image: image5.png]


 ‘Nomination Deadline Date’ and ‘Nomination Notification Date’ when a session goes through the nomination process. 
16. Enter/Look up ‘Pre-work Due Date’ when the session has pre-work required. 
17. Click [image: image6.png]& save)



button at lower left of screen.
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Note the session number is now assigned by the system; record this number for later reference.
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You have now scheduled a training session.

Exercise 4-1 – Create Course Session (S-130)
Enter the following data into the system using the instruction set above.
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Activity: Schedule Training
Step    Action 






   Input
	1
	Navigate to Enterprise Learning>Define Course/Cost Details>Course Sessions
	

	2
	Click on “Add New Value” page.
	

	3
	Look Up “Course Code” 
	

	4
	 “Course Code” curriculum letter
	S

	5
	Click “Look Up” button
	

	6
	Click on “Course”
	S130

	7
	Course Session Nbr
	Reference handout sheet

	8
	Click on “Add” button
	

	9
	Session Status
	Accept default

	10
	‘Session Administration’ box
	Accept default

	11
	Start Date
	07/06/2004

	12
	End Date
	07/08/2004

	13
	Rescheduled box 
	Accept Blank

	14
	Start Time
	0800

	15
	End Time
	1700

	16
	Duration
	Accept default

	17
	Duration Unit
	Accept default

	18
	Min Students/Session
	1

	18
	Max Students/Session
	15

	20
	Vendor ID
	Skip

	21
	Enter Course Coordinator ID for Christine Coordinator.
	Reference handout sheet

	22
	Course Offer Level
	Local

	23
	Click “Look up” icon in ‘Sponsor Unit ID’ field or type in the Unit ID
	

	24
	Unit ID
	Reference handout sheet

	25
	Nomination Deadline Date
	Skip

	26
	Nomination Notification Date
	Skip

	27
	Prework Due Date
	Skip

	28
	Click “Save” button at lower left of screen.
	

	29
	Write down Session ID Number
	


Activity Overview – Select Cadre, Facilities, Equipment, and Supplies
In this activity we will cover how to select Cadre, Facilities, Equipment, and Supplies.

Instructions

This activity will have the numerated steps to complete each activity. This activity includes screen shots and helpful hints as well.

1. In the Course Session component, go to Location, Instructor tab
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2.  Lookup & Select Facility where the training will be held. Facility Name will appear in block next to the Facility Code. For facility contact information click on blue “Training Facility Address,” this information is held on the Facility table. 
3. Click on blue Select Training Room. Select Training Room window will come up. Select the room the training where the training will be held. Note: Only the training rooms with adequate seating will appear in the list. 
4. Select the appropriate training room; this information will be included in the student acceptance letter. 
5. Click [image: image8.png]OK



. The page will return to Location, Instructor tab
6. If the instructor is from a vendor, select the vendor ID otherwise skip ’Vendor’. If you select a Vendor in the Instructor box, there will be no IQCS instructors from the Instructor table available to select.
7. In Instructor Section, click on blue ‘Select Instructor’ at the bottom of the page. Instructor Availability page will appear. A list of qualified and available instructors will be listed to select from. Only instructors not committed to other course sessions will be available to choose from.
8. Click the check box to Select Instructor (Select). Instructors will be added to the session,(the type of instructor, lead or unit, is designated on the Instructor Table but can be edited at the session). 
9. Click on the Equipment tab.
10. Observe under the Title Bar “Training Facility Equipment”. Start Date, Facility, Room Code fields should be the same as data selected under the Location/Instructor tab.

11. Click on the blue Training Facility Equipment link. Facility Equipment Materials available at that training facility will appear.
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12. [image: image64.jpg]


Click on the yellow Return button at the bottom of the page. This will return you to the Equipment tab of the Course Session.
13. Under the title bar “Fixed Equipment Materials” you can view the equipment available in that training room.
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14. In the title bar of “Session Equipment Materials” click View All. Scroll through the list of materials required based on the course.
15. Update Quantity to reflect the quantity needed for the session based on student count, etc.
16. Click on the yellow [image: image11.png]


 to add materials.
17. Lookup/Select Equip Code. Enter quantity and the unit cost.
18. Click on Expense tab.

19. Lookup/Select the type of cost.
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Expense type entered here allows for tracking these costs in Course Session Costs. 
20. Click [image: image13.png]Search




21. Click on the “Agenda” tab.
22. Click on the Correct History button at the bottom of the page.
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Note: You have to be in Correct History to make changes to the agenda. The agendas that have been loaded in the Course Table come directly from the NWCG course materials. Some courses do not have pre-designed agendas. In those courses the agenda will be a blank template. 
23. Click the Copy Agenda from Course button.
24. Click and drag to select the text of the Agenda below the Comments box.
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Be careful to select and copy just the text. If you copy beyond the last character in the Agenda, you may also be copying web formatting. This will affect the formatting of your word document. 
25. Go to Edit on the menu bar and select Copy Paste the Agenda into a blank Word document.
26. Edit the Agenda in Word by adding the instructor’s name to the agenda.
27. Save Word document as a Web Page to a folder or to the desktop then close the Word document.
28. Navigate to the location of the saved document and Open it.
29. Right Click anywhere on the document and select View Source from the menu. This will open the HTML source code in Notepad.
30. Right click and Select All then Right click again and select Copy.
31. Return to IQCS course session “Description” Tab.
32. Highlight the HTML code currently in the Comments box of the IQCS by Right clicking and choosing Select All. Paste updated HTML code for your edited agenda here.
33. Click on Save.
34. Turn off Correct History by clicking on the yellow Update/Display button.
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You have now selected a Cadre, Facilities, Equipment, and Supplies.
Exercise 4-2 – Select Cadre, Facilities, Equipment, and Supplies 
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Enter the following data into the system using the instruction set above

Activity: Obtain Facilities 
Step    Action 






    Input
	1
	Go to Location, Instructor tab
	

	2
	Facility
	GBTR

	3
	Click on blue “Training Facility Address”
	

	4
	Click on yellow OK button
	

	6
	Select training room
	Reference handout sheet

	7
	Click OK
	


Enter the following data into the system using the instruction set above

Activity: Selection of Cadre 
Step    Action 






    Input
	8
	Vendor
	Skip

	9
	Select Free Instructor 
	Reference handout sheet

	10
	If you select a Vendor in the Instructor box, there will be no IQCS instructors from the Instructor table available to select. 
	




Enter the following data into the system using the instruction set above

Activity: Obtain Equipment
Step    Action 






    Input
	11
	Click on the Equipment tab
	

	12
	Observe under the Title Bar “Training Facility Equipment.”
	

	13
	Click on the blue Training Facility Equipment link.
	

	14
	Click on the yellow Return button at the bottom of the page.
	

	15
	Under the title bar “Fixed Equipment Materials” you can view the equipment available in that training room.
	

	16
	In the title bar of “Session Equipment Materials”, click View All, scroll through the list of materials required based on the course. 
	

	17
	Update Quantity in the Equipment to reflect the quantity needed for the session based on student count, etc. 
	4 for BK02, HB01, and PH01. Accept default for all others.

	18
	Click on the yellow “+” sign to add materials.
	

	19
	Lookup/Select Equip Code
	PI

	20
	Enter quantity
	4

	21
	Enter unit cost
	0.10

	22
	Click on Expense tab
	

	23
	Lookup/Select
	INSTR

	24
	Click Save
	

	25
	Click on the “Agenda” tab. 
	

	26
	Click on the Correct History button at the bottom of the page.
	

	Step
	Action
	Input

	27
	Click the Copy Agenda from Course button.
	

	28
	Click and drag to select the text of the Agenda below the Comments box.
	

	29
	Go to Edit on the menu bar and select Copy.
	

	30
	Paste the Agenda into a blank Word document
	

	31
	Edit the Agenda in Word by adding the instructor’s name to the agenda.
	Reference handout sheet

	32
	Save Word document as a Web Page to a folder or to the desktop.
	

	33
	Close the Word document
	

	34
	Navigate to the location of the saved document and Open it.
	

	35
	Right Click anywhere on the document and select View Source from the menu.
	

	36
	Right Click and Select All.
	

	37
	Right Click again and select Copy.
	

	38
	Return to IQCS course session “Agenda” Tab.
	

	39
	Highlight the HTML code currently in the Comments box of the IQCS and Paste updated HTML code for your edited agenda here. 
	

	40
	Click on Save.
	

	41
	Turn off Correct History by clicking on the yellow Update/Display button.
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Activity Overview – Course Session Enrollment
[image: image70.jpg]


In this activity we will cover how to enroll students in course sessions. Enrolling students in a course session in IQCS and maintaining session enrollment information will develop and maintain the course training roster. When the session is completed, the course record will be posted to students’ training records. Those students who successfully completed a course will have the competency for the course posted to their master record. The account manager will not have to update an employee’s record for courses managed within IQCS. 
There are 3 different pathways to enroll students into sessions. 

· Rapid Session Administration displays minimal information about the employee but allows the user to enroll a number of employees rapidly and to easily view a list of employees enrolled. DO NOT enroll more that 75 students in a session. The system has a difficult time completing sessions with such large numbers. Create a second session to enroll more that 75. 

· Course Session enrollment displays the most information about the employee.

· Quick Enrollment is designed to quickly enroll one employee in more than one session. (Designed for a school setting where you would enroll one student in all their courses for a semester.)

Reschedule Between Sessions allows you to do just that, move an employee’s enrollment from one active session to another.

Instructions

Rapid Session Administration
1. Navigate to Enterprise Learning>Student Enrollment>Rapid Session Administration. 
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Rapid Session Administration provides the capability to enroll many students in a session quickly. 
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2. Type/Enter the Course Code and select the desired session. The Speed Enrollment page should appear.
3. Click on the yellow [image: image15.png]


 to add an employee.
4. Lookup/Select the desired employee.
5. Lookup/Select the attendance status. Enrolled will be most commonly used. 
6. Check/Uncheck Prerequisites met. If the enrollee meets the prerequisites the prerequisites met box will be checked and a yellow “Notes” button will appear.
7. Click on the yellow “Notes” button. 
8. Click[image: image16.png]OK



 This returns you to Speed enrollment.
9. If no prerequisites for the course, message displays, “No Prerequisites are needed for this course.” The courses are checked if there are any prerequisite courses needed when the Prereq button is pressed. If there are no prerequisite courses, then this message is displayed.
10. Click[image: image17.png]OK



 Message, no prerequisites are needed for this course.
11. Using the yellow [image: image18.png]


 button, add more students to your session.
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You will receive a warning if you enroll a student who has already taken the course. 
12. Click [image: image19.png]& save)



.
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The blue hyperlink “Transfer-Course Session Setup” takes you to the Course Session pages that you selected for the session you are enrolling students for reference.

13. Click on the yellow “Prerequisite Checking” button. If the enrollee meets the prerequisites the prerequisites met box will be checked [image: image20.png]


 and a yellow [image: image21.png]Notes



button will appear.
14. When you click on the yellow “Notes” button a message displays explaining whether or not the prerequisite courses and competencies are met for this employee.
[image: image74.jpg]


Some courses have complex prerequisites, when this is the case, check the employee’s competencies against the prerequisites defined for the course in the 310-1 or on the Course component. 

15. If no prerequisites for the course message displays, “No Prerequisites are needed for this course.” The courses are checked if there are any prerequisite courses needed when the Prereq button is pressed. If there are no prerequisite courses, then this message is displayed.
16. Click [image: image22.png]OK



 Message, no prerequisites are needed for this course.
17. At the Rapid Session Administration component, click on the yellow grid [image: image23.png]


 next to “Find” in the Attendance menu bar to create a course roster of enrolled and waitlisted students. Message: You are downloading the file: ps.xls from “server name.” Would you like to open the file or save it to your computer?
18. Click the Open button on the popup window. An Excel spreadsheet will open with the students enrolled in the course. You can now save the class roster by choosing File, Save As. 
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19. Click on File > Save As … from the Internet Explorer menu bar. 
20. [image: image75.jpg]


Choose where to save the file and name the file. File is saved as an Excel spreadsheet. Select the file type in the Save As Type field. Click the Save button in the Internet Explorer window. Close the Internet Explorer window with the Student Roster.
Course Session Enrollment
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An alternate method for enrolling students to a course is the Course Session Enrollment. Course Session Enrollment gives more detail about the student. Once you have enrolled though Rapid Session Administration, this detail is available in this view. 
21. Navigate to Enterprise Learning>Student Enrollment>Course Session Enrollment and Type/Enter the Course Code.
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22. Select Course Session Number. Takes you to the Course Session Enrollment for the session you selected.
23. Under Attendance, Lookup EmpID and return. EmplID and Name for that EmplID should populate these fields.
24. Lookup/Select Enrollment/Attendance status. Enrolled will populate this field and Letter Code will automatically fill in CON for Confirmed.
25. Status Date is automatically populated with today’s date.
26. Lookup/Select the Training Reason. 
27. The section Organization ID should automatically populate with Business Unit = SetID and Description and Organizational Unit = Org Code and Description.
28. Click the [image: image26.png]& save)



 button.
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The blue hyperlink “Transfer-Course Session Setup” takes you to the Course Session pages that you selected for the session you are enrolling students for reference.

29. [image: image78.jpg]


Click on the yellow “Prerequisite Checking” button. If the enrollee meets the prerequisites the prerequisites met box will be checked [image: image27.png]


 and a yellow [image: image28.png]Notes



button will appear.
30. When you click on the yellow “Notes” button a message displays explaining whether or not the prerequisite courses and competencies are met for this employee.
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Some courses have complex prerequisites, when this is the case, check the employee’s competencies against the prerequisites defined for the course in the 310-1 or on the Course component. 

31. If no prerequisites for the course message displays, “No Prerequisites are needed for this course.” The courses are checked if there are any prerequisite courses needed when the Prereq button is pressed. If there are no prerequisite courses, then this message is displayed.
32. Click [image: image29.png]OK



 Message, no prerequisites are needed for this course.
Reschedule Between Sessions
33. To change the session a student is enrolled in, navigate to: Enterprise Learning>Student Enrollment>Reschedule Between Sessions.
34. Lookup/Select the Course Code.
35. Change Session that a Wait listed employee is enrolled in and change the student’s attendance status to Enrolled, or other status and save. 
36. Navigate to: Enterprise Learning > Student Enrollment > Quick Enrollment
37. Search for and Select student.
38. Click on the yellow [image: image30.png]


 button to add a new row.
39. Lookup/Enter the course for enrollment and select an active session.
40. Select Attendance status from drop-down box and click[image: image31.png]& save)



.
At this point you may want to run the Training Roster report for a Single Course. Please refer to Module 13 for instructions for running this report. 
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You have now enrolled students in course sessions and maintained enrollment status.

Exercise 4-3 – Course Session Enrollment
	Step
	Action
	Input

	
	Rapid Session Enrollment
	

	1
	Navigate to Enterprise Learning>Student Enrollment>Rapid Session Administration
	

	2
	Select the Course Code 
	S130

	3
	Select Session – select the session you have been working with.  
	Written down from last exercise

	4
	Type in Empl ID
	Rookie,Paul M

	5
	Enrollment/Attendance status
	Enrolled

	6 
	Pre-requisit checking, optional, (no pre-reqs for S-130)
	

	7
	Click on the yellow “+” sign to add employee
	

	8
	Employee
	Ima Newbie

	9
	Attendance status
	Enrolled

	10
	Using the yellow “+” button, add three more students to this session with an Enrollment Status of “Enrolled”
	Dewey Flowers, Robin Hood, Robert Long

	11
	Click the Save button
	

	
	Create Excel Spreadsheet Roster
	

	12
	At the Rapid Session Administration component, click on the yellow grid next to “Find” in the Attendance menu bar to create a course roster of students enrolled and students Waitlisted.  
	

	13
	Click on Open… from the Internet Explorer menu bar
	

	14
	Close the Internet Explorer window with the Student Roster
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Activity Overview – Update Roster and Complete Course Session

This section covers updating course session rosters to record students who completed the course and those who were enrolled but did not complete the course for reasons such as: no show, dropped, cancelled, etc. Once you have updated the roster in Rapid Session Administration you can complete the course session and the competencies will be posted to the record of those students who successfully completed the course. 

You can view the student’s record to see that the course completion information has been posted. 

When the course session is complete you can capture and update Course Session Costs. 

Instructions

To complete a session

1. Navigate to Enterprise Learning>Student Enrollment>Rapid Session Administration
2. Check roster for students that did not complete or missed the session. Navigate to course attendance field and update Attendance status for students that did not complete the session. Enrolled = for people who are enrolled and complete the class.  Incomplete = for people who do not complete. No Show = for people who do not show up. Sessn Wait = for people who are wait listed and who do not get into the session. (this can be used to prioritize for future sessions).

3. We have already covered the fields at the top half of the page, skip to the blue Attendance bar.

4. Select Employee and change attendance status to Incomplete.
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Select Employee and change attendance status to No Show.

6. [image: image83.jpg]Module 4
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7. Click on the blue hyper link ‘Transfer Course Session Setup’
8. [image: image84.jpg]


To complete the session and award the competency for a course session, select Complete in session status and save. 
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The message appears “Student competencies/accomplishments will now be updated. By setting the Course Session status to COMPLETE, the granting of competencies or accomplishments to the students will now be performed. The system updates: 1) Student training profiles. The profiles show that the students enrolled in this session have completed this course. 2) Student competency profiles. The system assigns the competencies and accomplishments that are defined on the Course Table – Prereqs, Goals page.

Ensure that the student roster/enrollment is correct BEFORE a session status is changed to Complete.

9. Complete the session and [image: image34.png]& save)



.

To Review the summary of an employee’s training record

10. Navigate to Enterprise Learning>Result Tracking>Review Training Summary
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11. Select the Employee whose record you wish to review. This displays all sessions employee has been enrolled in.

12. Navigate to: Status tab. This displays status of employee for each session.
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13. Navigate to: Enterprise Learning>Result Tracking>Review Session Summary.

14. Select session to display status of employees in that session.
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To view an employee’s training competencies

15. Navigate to Workforce Development>Competency Management>Track Person Competencies>Training
16. [image: image86.jpg]


Select Employee. Training History Page will appear. Here you can view employee data and view which courses this employee is enrolled, waitlisted, or has completed.
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17. Navigate to Workforce Development>Competency Management>Track Person Competencies>Competencies.

18. Click on “Competency Assignment” tab to review Competency record to ensure training competencies for courses are included in record.
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Exercise 4-4 – Update Roster and Complete Session 

Enter the following data into the system using the instruction set above.

Login: STUDENT
	Step
	Action
	Input

	1
	Navigate to Enterprise Learning>Student Enrollment>Rapid Session Administration
	

	2
	Note: for this exercise Ima Newbie did not complete this session and Robin Hood was a no show. 
	

	3
	Navigate to course attendance field and update Attendance status for students that did not complete.
	

	4
	Select Employee and change attendance status to Incomplete
	Ima Newbie

	5
	Select Employee and change attendance status to No Show
	Robin Hood

	6
	Click Save
	

	7
	Click on the ‘Transfer Course Session Setup’ hyperlink or 

navigate to Enterprise Learning>Define Course/Cost Details>Course Sessions
	

	8
	Ensure that the student roster/enrollment is correct BEFORE a session status is changed to Complete.
	

	9
	To complete the session and award the competency for a course session, select Complete in session status and save.
	Complete

	10
	Complete the Waitlisted session of S130
	Reference handout sheet

	
	Check Employee Training Record
	

	11
	Navigate to Enterprise Learning>Result Tracking>Review Training Summary
	

	12
	Select Employee
	Rookie,Paul M

	13
	View Session tab for session number and dates
	

	14
	View Status Tab for employee status in the session 
	

	
	Check Session Summary
	

	15
	Navigate to Enterprise Learning>Result Tracking>Review Session Summary
	

	16
	Select session and view the employees who were enrolled in session and their status at session completion. 
	Reference handout sheet

	
	Check Employee Training Record under Competencies
	

	17
	Navigate to Workforce Development>Competency Management>Track Person Competencies>Competencies
	

	18
	Select Employee
	Rookie,Paul M

	19
	Click on the Competency Rating Tab to view Rookie’s competencies. 
Note: This is where the qual system checks to see if the employee has the required course competency. 
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Activity Overview – Rapid Enroll in a Physical Fitness Session 

This Activity demonstrates how to rapid enroll into a physical fitness course for the exercise scenario. This duplicates earlier instructional content. 

An account manager or training coordinator will create a session and use rapid session enrollment to document that a group has completed their work capacity test. 

IQCS uses a session administration to track when an employee has completed the physical fitness requirement for position qualification. In IQCS this requirement is referred to as a competency. When a course session of Physical Fitness – Arduous (PHFT-A) is completed, the competency of PHFT-A will be added to the record of all enrolled in that session. 

When a course session is complete all employees who have the attendance status of “enrolled” will receive the competency for that course on their record. The training record for all students will be updated with the appropriate information. If an employee’s attendance status is changed to no show, incomplete, etc., their training record will be updated with this information. 

Instructions

1. Navigate to: Enterprise Learning > Student Enrollment > Rapid Session Administration
2. Type/Enter Course Code for PHFT.

3. Select Session. Speed Enrollment should appear.

4. Click on the yellow [image: image40.png]


 sign to add employee.

5. Lookup/Select the employees you want to enroll in this session and set the attendance status to enrolled. 

6. Check event roster for students that did not complete session. 

7. Navigate to course attendance field and select “incomplete” for student (s) who did not complete the session.

8. Click [image: image41.png]& save)




9. Click “Transfer Course-session setup” hyperlink. Course Sessn Info (the session in which students are enrolled) is displayed.

10. To complete the session and award the competency for a course session, select session status. Message appears “Student competencies/accomplishments will now be updated. (1040,111) By setting the Course Session status to be COMPLETE, the granting of competencies or accomplishments to the students will now be performed. The system updates: 1) Student training profiles. The profiles show that the students enrolled in this session have completed this course. 2) Student competency profiles. The system assigns the competencies and accomplishments that are defined on the Course Table – Prereqs, Goals page.
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You have now completed Enrolling into a session and  Recording Results.

Exercise 4-5 – Rapid Enroll in a Physical Fitness Session 



(Scenario Data Dependent)

Enter the following data into the system using the instruction set above.

Activity: Enroll 

Login: STUDENT
	Step
	Action
	Input

	1
	Navigate to Enterprise Learning > Student Enrollment > Rapid Session Administration
	

	2
	Course Code 
	PHFT-A

	3
	Select Session
	Reference handout sheet

	4
	Click on the yellow “+” sign to add employee
	

	5
	Lookup & Select employee
	Rookie, Paul M

	6
	Attendance status
	Enrolled

	7
	Prerequisites met 
	Leave blank

	8
	Click yellow “Prerequisite Checking” button .

“No prerequisites for the course” message displays.
	

	9
	Click OK
	

	10
	Check event roster for students that did not complete session. Navigate to course attendance field and select 

“incomplete” for student (s).
	Ima Newbie

	11
	Click on the yellow Save button.
	

	12
	Click on “Transfer to Course-Session Set up” hyperlink.
	

	13
	Change session status
	Complete

	14
	Click Save
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 Activity Overview – Tent Cards and Name Tags
Described below is the process to run the reports to create Tent Cards, Name Tags, and certificates for a Course Session. Once the students have been enrolled in a course session the system will generate Name Tags and Tent Cards using the format for Avery 
# 5383 - Name Tags and Avery # 5305 - Tent Cards.
Instructions


Avery # 5305 - Tent Cards 

Avery # 5383 - Name Tags
1. Go to the run control page – Enterprise Learning > Define Course/Cost Details > Reports > Sesn Tent cds & Name Tags.
2. Click the “Search” button. A list of Run Control ID’s will be displayed.
3. Select one of the Run Control ID’s. System will take the user to the “Tent Cards and Name Tags” page.
4. Enter/Lookup a Course.
5. Enter/Lookup a Session Nbr.
6. Click the “Run” button. System will take you to the “Process Scheduler Request” Page.
7. Enter/Lookup “Server Name.”
8. Enter/Lookup “Recurrence.”
9. Select “Time Zone.”
10. Choose “Run Date.”
11. Select “Run Time.”
12. Enter/Lookup “Type.”
13. Enter/Lookup “Format.”
14. Check the “Select” Box for Tent Cards.
15. Check the “Select” Box for Name Tags.
You should be able to run Tent Cards and Name Tags at the same time.

16. Check the “Select” Box for Certificate of Completion.
17. Click the “OK” button. System will take you back to the “Tent Cards and Name Tags” page. In the upper right, under the run button, the “process instance: xxx” number will show up (where xxx = the number assigned to the process).
18.  Click the “Process Monitor” hyperlink. System will take you to the “Process List” page. Depending on how quickly you arrive at this page, the “Run Status” of the top line in the grid should be “Queued.”
19. Click the “Refresh” button. When the “Refresh” button is clicked, the “Run Status” of the process will be updated. The different status states can be “Queued,” “Processing,” “Posting,” “Successful,” or “Error.” Refresh until the status is “Successful.”
20. Click on the “Details” hyperlink. System will take you to another “Process Detail” page.
21. Click on the “View Log/Trace” hyperlink. System will take you to the “View Log/Trace” page.
22. From the File List, click on the “IQRPT210_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run). System will open up the Tent Cards in a separate window, in the Adobe PDF format.
23. Print the Tent Cards. The Tent Cards should be printed. Verify that the data is correct.
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From the File List, click on the “IQRPT211_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run). System will open up the Name Tags in a separate window, in the Adobe PDF format.
25. Print the Name Tags. The Name Tags should be printed. Verify that the data is correct.
Name Tag
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Tent Card
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You have now run Tent Cards and Name Tags for a Session.
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Exercise 4-6 – Tent Cards and Name Tags
Enter the following data into the system using the instruction set above.

Test: Run Tent Cards and Name Tags for a Session (C210/211 Tst 1)

Avery # 5305 - Tent Cards 

Avery # 5383 - Name Tags
Login: STUDENT

****May have to split this into two report runs – one for Tent Cards and a second for Name Tags****
	Step
	Action
	Input

	1
	Go to the run control page – Enterprise Learning > Define Course/Cost Details > Reports > Sesn Tent cds & Name Tags
	

	2
	Click the “Search” button.
	

	3
	Select one of the run control id’s.
	

	4
	Course
	S130

	5
	Session Nbr
	Reference handout sheet

	6
	Click the “Run” button.
	

	7
	Server Name
	Default PSNT

	8
	Recurrence
	Leave Blank

	9
	Time Zone
	Leave Blank

	10
	Run Date
	Default

	11
	Run Time
	Default

	12
	Type
	Default WEB

	13
	Format
	Default PDF

	14
	Check the “Select” Box for Tent Cards 
	Check

	15
	Check the “Select” Box for Name Tags 
	Check

	16
	Check the “Select” Box for Certificate of Completion
	Uncheck

	17
	Click the “Ok” button.
	

	18
	Click the “Process Monitor” hyperlink.
	

	19
	Click the “Refresh” button.
	

	20
	Click on the “Details” hyperlink. 
	

	21
	Click on the “View Log/Trace” hyperlink.
	

	22
	From the File List, click on the “IQRPT210_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT210_xxx.PDF

	24
	Print the Tent Cards
	

	23
	From the File List, click on the “IQRPT211_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT211_xxx.PDF

	24
	Print the Name Tags
	


Activity Overview – Address Labels
Once students are enrolled in a session, IQCS can create address labels to send out pre-course work or other course information. For employees, the IQCS will use the address based on the location code or another address specified on the nomination form. For non-employees, IQCS will create address labels based on their business address in their personal information page. Described below is the process to run the report to create Session Address Labels for a Unit. Address labels use Avery # 5160. 

Instructions – Address Labels


Avery # 5160
1. Go to the run control page – Enterprise Learning > Define Course/Cost Details > Reports > Session Address Labels
2. Click the “Search” button. A list of Run Control ID’s will be displayed.

3. Select one of the run control id’s. System will take the user to the “Training Mailing Labels” page.

4. Enter/Lookup a Course Code.

5. Enter/Lookup a Session Nbr.
6. Check the “Home Address” check box.

7. Click the “Run” button. System will take you to the “Process Scheduler Request” Page.

8. Enter/Lookup “Server Name.”
9. Enter/Lookup “Recurrence.”
10. Select “Time Zone.”
11. Choose “Run Date.”

12. Select “Run Time.”
13. Enter/Lookup “Type.”
14. Enter/Lookup “Format.”

15. Click the “OK” button. System will take you back to the “Session Address Labels” page. In the upper right, under the run button, the “process instance: xxx” number will show up (where xxx = the number assigned to the process).

16. Click the “Process Monitor” hyperlink. System will take you to the “Process List” page. Depending on how quickly you arrive at this page, the “Run Status” on the top line in the grid (should be the process you just selected to run – or IQREDPRN process name) should be “Queued.”
17. Click the “Refresh” button. When the “Refresh” button is clicked, the “Run Status” of the process will be updated. The different status states can be “Queued”, “Processing,” “Posting,” “Successful” or “Error.” Refresh until the status is “Successful.”
18. Click on the Process Name “IQTRNLBL” hyperlink. System will take you to the “Process Detail” page.

19. Click on the “IQRPT221 Success” hyperlink. (Note: There are two other hyperlinks here – but only the IQRPT015 will take you to the Mailing Labels being printed). System will take you to another “Process Detail” page.

20. Click on the “View Log/Trace” hyperlink. System will take you to the “View Log/Trace” page.

21. From the File List, click on the “IQRPT221_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run). System will open up the Session Address Labels in a separate window, in the Adobe PDF format.

22. Print the Session Address Labels. The Session Address Labels should be printed. Verify that the data is correct.

You have now completed running Session Address Labels report for a Unit.

Exercise 4-7 – Address Labels


Avery # 5160
Run Session Address Labels report for a Unit.
Login: STUDENT
	Step
	Action
	Input

	1
	Go to the run control page – Enterprise Learning > Define Course/Cost Details > Reports > Session Address Labels
	

	2
	Click the “Search” button.
	

	3
	Select one of the run control id’s.
	

	4
	Course Code
	S130

	5
	 Session Nbr
	Reference handout sheet

	6
	Check the “Home Address” check box
	Leave unchecked

	7
	Click the “Run” button.
	

	8
	Server Name
	Default PSNT

	9
	Recurrence
	Leave Blank

	10
	Time Zone
	Leave Blank

	11
	Run Date
	Default

	12
	Run Time
	Default

	13
	Type
	Default WEB

	14
	Format
	Default PDF

	15
	Click the “OK” button.
	

	16
	Click the “Process Monitor” hyperlink.
	

	17
	Click the “Refresh” button.
	

	18
	Click on the Process Name “IQTRNLBL” hyperlink.
	Click IQTRNLBL

	19
	Click on the “IQRPT221 Success” hyperlink. (Note: There are two other hyperlinks here – but only the IQRPT015 will take you to the Mailing Labels being printed).
	

	20
	Click on the “View Log/Trace” hyperlink.
	

	21
	From the File List, click on the “IQRPT221_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT221_xxx.PDF

	22
	Print the Session Address Labels
	


Activity Overview – Calculate Course Session Cost

Described below is the process to calculate the costs of a course session. The cost of a course session can be tracked in IQCS. This cost includes facility, instructor, equipment costs, and expenses associated with that session.
Instructions

1. Navigate to Enterprise Learning>Define Course/Cost Details>Course Session Cost.
2. Lookup/Select the Course Session.
3. Vendor Tab – If the vendor manages all training requirements—such as facilities, equipment, and instructors—for a single cost, you need only enter that amount here, without providing information on the other pages in this component.
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4. Enter the ‘per unit cost’ for the vendor that is associated with this course session. If you did not specify a vendor for this course session, this field is not available. 

5. Select the cost unit that is associated with the amount in the Per Unit Cost field, for example: Hour: To track hourly charges; Day: If the vendor bills by the day.

6. Facility/Instructor Tab - This data comes from the Course Session table. If you didn’t specify a training facility, the fields are unavailable. 
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7. If the session is at a vendor site, the vendor field is unavailable. 

8. Enter the per unit cost for the facility where the session is held. 

9. Select the cost unit in which the facility’s per unit cost amount is measured. For example, if you are tracking hourly charges, select Hour. 
10. The Instructor data is populated from the Course Session Table - Location, Instructor page. Instructor costs are populated from the Instructor Table - Instructor Profile page. If instructors aren’t specified, the fields are unavailable. 

11. The Instructor field displays information from the Course Session table. 

12. If the instructor works for a vendor, the system displays the vendor ID, and the vendor field is unavailable. If the instructor is not from a vendor, the field is blank.

13. Enter the per unit cost for the instructor associated with this session. In the next field, the default currency appears. 

14. Select the cost unit in which the instructor’s per-unit cost amount is measured. For example, if the instructor is paid a daily rate, select Daily. 
15. The duration field is populated from the Course Session table. Update this field if the instructor costs do not match the session duration. For example, if the session duration is 2.5 days but the instructor charges for 3 days, update this field to 3 days. Updating this field doesn’t change the data in the Course Session table.

16. The Equipment tab - The system gets equipment and materials data from the Course Session table. To update or modify information, use the Course Session Table - Equipment page. If you didn’t specify equipment or materials for this course session, the fields are unavailable. 
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17. Enter an amount for the item specified by the equipment code. 

18. The Quantity is initially populated by the Course Session table. If you enter a new quantity and save the changes, the system updates the data in the Course Session table. 

19. The Expenses Tab - Before entering cost information for course session expenses, associate the expenses with a course session on the Course Session Table - Expense page. If you did not specify expenses for this session, the Per Unit Cost and currency fields are unavailable.
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20. Enter a per unit cost for each expense type that is associated with this course session. The default currency is displayed. You can select a different currency.

21. Select the cost unit in which the per-unit cost amount is measured. For example, if you are tracking hourly charges for parking, select Hour; if you reimburse a flat rate for parking, choose Flat Cost. 
22. Business Unit - If you’re entering information for more than one expense, you can specify that each one be billed to a different business unit and department.

23. Run the Training Cost report for a Single Course. This report will provide the sum of the expenses. See Module 13 for specific directions on running reports. 
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You have now completed Course Session Completion and tracking Course Session Costs.
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