UC LEARNING CENTER:

INSTRUCTOR GUIDE




Introduction

The UC Learning Center is the web-based Learning Management System (LMS) used across the University of
California for System-wide training and development. Those who facilitate courses that are managed through
the UC Learning Center will be given Instructor access.

As the Instructor of an activity you will be able to:

e View rosters
¢ Download and print sign-in sheets
¢ View your instructor schedule with upcoming and past activities
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Logging into the UC Learning Center

To login to the UC Learning Center site:

1) Go to: wisdomcafe.berkeley.edu and select Learning Resources from the upper right hand corner.
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2) From the Learning Resources page, select UC Learning Center from the list of selectable options. This

may prompt you for Cal-net authentication.
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Viewing Your Instructor Schedule

Once logged into the UC Learning Center you can access your Instructor Schedule to view activities you're
affiliated with as Instructor, including past activities.

Navigate to Self >

= n

R\ Sarah Tenenbaum

DASHBOARDS
LEARNER DASHBOARD
Learning 2> S EARAING
Favorites
Knowledge Documents
Learner Approvals
Learning Activity Evaluations
Me
Self-Reported Training
Training Schedule
Instructor Schedule > Instructor Schedule
Learning Preferences
DEVELOPMENT

REPORTING

Search for Activity by Name and/or Status

The instructor schedule will default to Current Activities. This view displays the overall course rather than
individual offerings of an activity. Here you will be able to access course roster information, which shows
anyone who is, or has, registered, canceled, or completed each activity regardless of offering dates. This is
true whether you are listed as instructor for in-person courses (ILT Course) or online courses (eCourse).

You may find it saves time to search by course code or keywords from the title.

Ihicicolictaf activitl . = wlad o teach. Use the View list to see current and upcoming activities, previous activities, your pending requests, and a calendar view of all confirmed activities.
Search: Help View:
—
@ Current activities
Previous activities
Pending requests
Calendar
Upcoming activities
i) There are no records to display.
Delivery Method | egend

To see future dates you are scheduled to facilitate, change your filter to view Upcoming Activities.
To view past offerings change the filter to show Previous Activities.

You can view Pending Requests, if the instructor approval process has been applied to an activity, or choose
to view activities using the Calendar format.
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Viewing Rosters

You can view the roster of any activity you're affiliated with as an instructor.

Activity rosters will give you access to:

¢ View all Registered/Cancelled/Attended Learners
¢ View/manage those enrolled on the waitlist

¢ Email participants associated with a class

o Export roster(s) to Excel

o Download/Print sign-in sheets

To view a roster:

1. Navigate to Instructor Schedule (Self 2> Learning - Instructor Schedule).(page 3)
2. Search for Activity by Name and/or Status (page 3)
3. Locate the activity you wish to view and click the Roster Icon.

INSTRUCTOR SCHEDULE

This is a list of activities you are scheduled to teach. Use the View list to see current and upcoming activities, p

B

Search:

Activity = Code Region Requ
@d ot ILT Co
Yaar End

4. The roster of an activity will show you everyone affiliated with that session; those registered as well as
anyone who cancelled his/her registration. If you are viewing past activities you will also see who
attended/completed. If you are looking at an online course, you can also track who has started an
activity and is currently In Progress.

UCOP_YE_Staff1617 =M

Sort and Filter

Once in the roster you can Search for specific names and/or scroll through the records. You can use filters to
View different groups by status: Registered, Cancelled, In Progress, or Waitlisted. You can also modify
how many records display per page by changing the Show Records drop down. Scanning a longer list may
save time over navigating through multiple pages.

ACTIVITY ROSTER

STAFF TRAINING 2016-17 YEAR END APPRAISAL

Activity Type: ILT Course Location: Mane
Code: UCOP_YE_Staffie17 Instructor: Sarah Tenenbaum;

Vendor: None

Note: Completion information that comes directly from the cantent can override manual roster changes for some online activities.

Ve
Instructions Saarchi Hélo

View: Waiting list ~
To view the roster of other ADVANCED.. —
activities in the tree, click the \
corresponding link. Show Records: 10 |v
Staff Training 2016...

m X

Add

Darawde: N
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Email Participants

Participants enrolled for an instructor led activity will receive automatic emails for registration confirmation and
timely reminder notifications. They will also receive completion notification once attendance is logged for an
activity. Members on the waitlist also receive an auto-generated message informing them of their waitlist
status. At Berkeley, we rely on instructors and training coordinators to actively manage waitlists should seat(s)
become available. Again, each change triggers a system-generated email. If you don’t want to trigger a
message you may want to temporarily deactivate one or more notification.

Above and beyond automatic emails for each class, instructors always have the option to contact participants
directly through the roster. Emailing is most common, but phone info is listed on the roster as well.

To send emaiil:

1. Navigate to Instructor Schedule (Self - Learning - Instructor Schedule).(page 3)
2. Search for Activity by Name and/or Status (page 3)
3. Locate the activity you wish to view and click the Roster Icon.

INSTRUCTOR SCHEDULE

This is a list of activities you are scheduled to teach. Use the View list to see current and upcoming activities, p

B

Search:

Activity = Code Region Requ

o

4. Select the individuals you wish to email or select the top checkbox next to Name to include all names listed
per page. Note: if your roster includes multiple pages, you will need to repeat these steps for each page.
Knowing this, you may want to increase the number of records shown per page to expedite the process.

UCOP_YE_Staff1617 =M

Filtor by Status: Al w View: Completion information W
Q || aovamceo..

Show Records: 10 W

Staff Training 2016..

- X

Add Remove
~Solected Items: 2 | Records: 2

| Fulfilled Activities 2|
» Nolinks for current User Numb... Status Status Date Score Duration Passed Completed
tivity Hrs Min

[ Fulfiled By Activities = |

Reports & valua)
¥ |msarah Tenenbaum tenenbaur
& )msarah Tenenbaum 5T_Testel

5. Once you have selected the individuals you wish to email, click Send Email. By default, an instance of
Outlook will try open with the email addresses already populated for you. If you don’t use Outlook as
your email client, adjust your browser settings to integrate with whatever email client you do use.

Registered 5/2/2017 2:05 DT A
pa
ﬂl CANCEL H APPLY ” APPLY TO ALL q| b{ND&-r.mlLJ ~ v
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Rosters or Sign-in Sheets
The UC Learning Center provides sign-in sheets with pre-filled participant information. Each participants needs
to sign next to their name to indicate attendance.

To download or print a sign-in sheet:

1. Navigate to Instructor Schedule (Self > Learning - Instructor Schedule).(page 3)
2. Search for Activity by Name and/or Status (page 3)
3. Locate the activity you wish to view and click the Roster Icon.

INSTRUCTOR SCHEDULE

This is a list of activities you are scheduled to teach. Use the View list to see current and upcoming activities, pe

Search: Help

@)

Activity « Code Region Requ

@a wh ILT Course: Staff Training 2016-17 UCOP_YE_Staff1617 =M

Year End Appraisal

4. You will see the sign-in sheet for the activity, which lists only registered participants.
5. If that's all you need, click Print.

SumTotal

ACTIVITY SIGN-IN SHEET

ILT COURSE: STAFF TRAINING 2016-17 YEAR END APPRAISAL

\
[[ EXPORT TO PDF ” PRINT |I CLOSE ]

Code:

UCOP_YE_Staff1617

Date:

Date and Time: Location:

None None

Vendor: Instructor name (Instructor Identifier):

None Sarah Tenenbaum (1067012}, External

Active Registered Users: Total Registered Users: Capacity:

0 Q L)

6. You can also Export to PDF, when the dialogue window appears click File to download PDF, then OK
to close window. The PDF may open in another tab or window depending on your browser settings.

sumTatal

To download a file, click the link.
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& & i
Note: If you are already on the Activity Roster page=>, o e ]
ACTIVITY ROSTER

EHS 403 UC BERKELEY RADIAY

Activity Type: ILT Class
Code: BEEHS_RAMUSER_7/30/15

Show More Details

Mote: Completion information that com

Instructions

Toview the roster of other activities
in the tree, dick the corresponding
link.

EHS 403 UC Berkele...

[ Fulfilled Activities = |

on the left menu under Reports > + EHS5 403 Recorckeeping
[ Fulfilled By Activities 2 |
you can print the roster by click on the Activity Sign-in Sheet > BB
Reports £

= Activity Sign-in Sheet

ty Completion
Diploma

Export to Excel L

Name Tent

valuations

To export a roster to Excel:

1. Navigate to Instructor Schedule (Self > Learning - Instructor Schedule). (page 3)
2. Select relevant Activity Status (page 3).
3. Locate the activity you wish to view and click the Roster Icon.

INSTRUCTOR SCHEDULE

This is a list of activities you are scheduled to teach. Use the View list to see current and upcoming activities. pr

o

Search:

@ m I T f_:”_l-_’:l:.:_llI.__.I Traming 201617 UCOP_YE_Staff1617 mn
4. On the right-hand side of the roster you will see an Export to Excel icon next to the print icon.

ACTIVITY ROSTER

STAFF TRAINING 2016-17 YEAR END APPRAISAL

Activity Type: ILT Course Location: Nonge
Code: UCOP_YE_Staff1617 Instructor: Sarah Tenenbaum;
show More Details Vendor: None

Mote: Completion information that comes directly from the content can override manual roster changes for some online activities.

Instructions Search: Help

View: Waiting list v
Te view the roster of ather ADVANCED... —

activities in the tree, click the
corresponding link. Show Records: 10 |
Staff Training 2016...

5. When you click the Export to Excel icon another dialogue window appears giving you the option to
modify or limit, the information you are pulling, or change to a format other than Excel. eg .csv, xIsx
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6. Click Next and another window appears, click File to download the PDF, then OK to close the window.
The PDF will open another tab or window depending on your browser settings.

sumTatal

To download a file, click the link.

Note: It's recommended to presort before you export. If you only want those who are currently enrolled (versus
those who cancelled their registration) on an ILT class roster you can select the Registered option on the Filter
by Status drop down menu. If you don't select a filter everyone on the roster will be included and you may need

to manipulate the data later.

ACTIVITY ROSTER

STAFF TRAINING 2016-17 YEAR END APPRAISAL

Location: None

Instructor: Sarah Tenenbaum

Vendor: Nona

Completion infarmation that comes directly fram the content can ove

Instructions

Search; e
To view the roster of other Q
activities in the tree, click the
corresponding link,
Staff Training 2016..,
Add Remove
Fulfilled Activities 2 |
o liksd . Name « User Numb... Status

[ Fulfilled By Activities = |

Reports Al

ride manual roster changes for some

Status Date

Score

{Clear Value)

View: Completion information -
Show Records: 10 |V

- X

*Selected Items: 0 | Records: 7

Duration Passed Completed
Hrs Min
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Creating New Activities
If you plan to offer a class again in the future let your training coordinator know so they can save steps by

copying an existing activity and make minor changes, e.g. date, time, instructor or location to the new instance.
Or, if you happen to have Administration rights you can always build a course from scratch.

Copy Existing Class
1. Navigate to Learning Activities Menu (Admin = Learning = Learning Activites).
2. Search for the course you want to copy by course code or name.
3. From the class list, select the instance you wish to copy.

) = ) &

ADMINISTRATION #& / Learning Activiti

Domain: UGB # #& | Learning Activities

COMMON OBJECTS ACTIVITY MA
ACTIVITY MANAGEMENT

PRODUCT ADMINISTRATION Create and manage learning acrivities.

= Learning Bearch Search EI ADVANCED | @

Administrator Dashboard

A P hort [ Export &2k Print { 2] Copy ¥ Delete

Create and manage le

=5 Objectives

Name Activity Start Date End Da
Type
Evaluations
Learning Activities EHS 403 UC Berkeley Radiation Safety On- ILT Class Er’ﬁégﬁ 300 E‘I’I'ISFEEI
= — EHS 403 UC Bei Boarding v .
Manage Library Boarding ]
@S 403 UC Berkeley Radiation Safety On- ILT Class 6/26/201510:00  6/26/2(
Question Banks oarding AM PDT AMPD1
EHS 403 UC Bex
' : . Boardin
¥ Approvals and Signatures B EHS 403 UC Berkeley Radiation Safety On- ILT Class 7182015 10:00 7/8/201
Boarding AM PDT AMPD1
» Audit and Signatwre Reports
EHS 403 UC Bex
Boarding EHS 403 UC Berkeley Radiation Safety On- ILT Class 7/30/2015 3:00 7130720
SETOE Boarding Y Y PM PDT PM PD1
EHS 4(?3 LERe EHS 403 UC Berkeley Radiation Safety On- ILT Class 8/11/2015 10:00 8/1172C
oarang: Boarding AM PDT AM PDI

4. When the properties dialogue appears enter new dates and click OK

SumTotal

sumTotal ® Offet dates and times relative to:
C0om [Ee|  Americallo Angeles v

SELECT THE PROPERTIES TO RETA

M| 17 18 19 20 21 22 23 of copies:
24 25 26 27 28 29 30

>

DATES

E NEW COPY

Keep same dates and times

® Offset dates and times by: SELECTALL || CLEARALL

Days Hour: Configure general properties for your activity # R ® Skills and Competencies @ Notifications
Genersl @ Skills # Sysem
@ Competencies # User Defir
' Offset dates and times relative to: % Equipment
:| Americallos Angele “ Auto-Registration
# Auto-Cancellation
# EHRI Sewings
# Optional Information
NUMBER OF COPIES @ User Defined
“ General
® Related Activities
@ Fuffillment Links
Make the following number of copies: ription Links
# Associated Bundles
® Schedule
“ General
EDIT PROPERTIES FOR THE NEW COPY n l P
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5. When the copied class dialogue opens, Delete “Copy of” text and modify course code number to
match new respective dates using —YYMMDD for consistency.

W Learning

‘ ﬁ i‘ }o g Center

STAGE

# | Learning Activities / Learning Activity Properties

i View Tracks @ New * & Actions ¥

nCOPY (1) OF EHS 403 UC BERKELEY RADIATION SAFETY ON-BOARDING

i Cory (1) of EHS 403 UC Berkeley Radiati...
All required fields appear in this section. Once the fields are filled in, click Validate for Production to check for accuracy and to contir

~ GoTov P ExpandAll ¥ Collapse All = Checidist M View Required Properties
~ CONFIGURE GENERAL PROPERTIES FOR YOUR ACTIVITY

General
Set general information like activity name, activity code, description, add specific images associated with your learning activity.
Name: *
Copy (1) of EHS 403 UC Berkeley Radiation
Primary Domain: *

ucs

BROWSE...

Activity Image:

No image is uploaded for this activity| BROWSE...

Activity type: *

ILT Class v
Code: *
BEEHS_RAMUSER 6/26/15

Description:

6. Continue working your way through course details adjusting pertinent ,
information as needed, e.g. location, instructor, class size etc. Click Save

7. Next, Click Validate for Production.

8. Assuming no conflicts are found Click Move to Production button.

CLOSE
9. Then Close to move on to the next task

Build an Instructor Lead course with offerings from Scratch
1. Navigate to Learning Activities Menu (Admin - Learning - Learning Activites).
2. From Learning Activities select New Activity - ILT COURSE

ADMINISTRATION # / Learning Activitis
Domain: UCB &

COMMON OBJECTS ACTIVITY MA

Create and manage le

PRODUCT ADMINISTRATION

* Learning S gm:g Facility [P’m-shc
Class
Administrator Dashboard

Audiences b :.,uﬂ.l-ll 1 -\'4;\1) Curriculum
PST
Business Objectives Document
Evaluations sl
= TGk \\
Learning Activities - =
i EHS 403 UC Bei ct Usi 7 WTCouse )
i ol P
Manage Library Boarding PST  Tphective—"
Question Banks Observation Checklist
EHS 403 UC Ber OIT Clase
» Approvals and Signatures Boarding
B versity
» Audit and Signature Reports
EHS 403 UC Bey
SETUP Boarding
EHS 403 UC Ber
Boarding s e
fa Hal
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3. From the Activity window enter in a distinct course name and code consistent with Berkeley’s
standardized course/class naming convention add a proper prefix and appendix aligned with your unit

and department

Append to separate
Campus 3 Letters for unit or 3 digit Number based on instances with same
) separator separator

Prefix program number year| month|day date e.g. am, pm or
times 9, 10, 1.30, etc

BE CPA 001 dash 170507 dot time(s) if applicable

Communications Number of
=Berkeley . . course from - =May 7, 2017 10am, or 2pm, etc
Public Affairs 1-999

For a listing of active, available, and archived codes see Box. Note: you may need to authenticate
https://berkeley.box.com/s/dhrle2n23han5rdop9e63uf92pgziclo

4. You'll also need to scroll down to Status and click the Hide from Search Results for Learners and
Managers button and set the Status to Active

Tracks @ Newr

~ GoTov

STAGE

General

k Actions v

Set general infarmation like activity name, activity code, d

activity

Name: *

Primary Domain: *

uce

BROWSE

Activity Image:

Mo image is uploadead for this actvity | BROWSE

Activity type:

VALIDATE FOR PRODUCTION

Description:

P Expand Al Collapse All

" Checklist

Status

Control the availability of this activity for use in other activity stru

functionality (active or inactive).

¥ Hide from search results for Learners and Managers

¥ Active

Canceled

No registration required

Hide in Manager mode

Hidden from Transcript
# Can be copied

¥ Can be subscribed

L

Can be fulfilled

Express interest

O

Status:

Active v

5. Once you have set these four options, simply save the course and select Validate for Production -
Move to Production to make the course live. (No other settings are mandatory. Do not add in any
scheduled dates to the course level, as these are added in on the class/offerings level).
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Build a new Class based on you new Course
1. Navigate back to Learning Activities Menu (Admin - Learning - Learning Activites) search for your
course, then select New Activity = Offering of Selected Activity.

NEW ACTIVITY WIZARD FILE UPLOAD NEW ACTIVITY ~

Offering of selected activity

Displaying 1 of 1 Betor¢  CreateMersion
ADMINISTRATION # |/ Learning Activitic
Domain: UCE # I Ad Hoc Class
COMMON OBJECTS ACTIVITY MA All Actl

Ad Hoc Course

PRODUCT ADMINISTRATION Lreatciand/mangecle | )
Facility  Published CE Requirement Group
~ Learning ] Date
Class
Administrator Dashboard
i ' Conference
Audiences
8/1/2017 .
Business Objectives 3:20 PM PDT Curriculum
Evaluations Document
Learning Activities
EHS 403 UC Ber eCourse
Manage Library Boarding
ILT Class
Question Banks
EHS 403 UC Be: ILTC
» Approvals and Signatures Boarding ourse
» Audit and Signature Reports Objective
EHS 403 UC Bes
SETUP Resrding Observation Checklist
EHS 403 UC Bex OJT Class -
Boarding

2. From the Offerings Wizard — set the duration and capacity of the class, then select Build Offering.
DO NOT SET THE DATE, you will add that in later.
3. From the Offerings Page:
a. Give the class a distinctive name with the date appended onto it e.g. Coaching for Success
BECOP234-170812 (Standardized naming convention ).
b. Uncheck the Hide from Search Results for Learners and Managers button.
c. Set the start date and end date
d. Once you have modified those settings, simply save the class and select Validate for
Production = Move to Production to make the class live.

Note: The reason we hide at the Course level and display at the class level is to avoid visual redundancy on
participant transcripts. Showing data in both places would display every event or activity twice.
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