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OVERVIEW

Welcome, Administrator! This document explains how to access the help buttons in the Admin Dashboard. These
buttons go to pages that will provide more information and answer questions about all of the admin functions in
Learner Community.

HELP LINKS

All of the help pages are accessible from within the Admin Dashboard on both the Live and Staging portals.

HOW TO ACCESS THE ADMIN DASHBOARD

After logging in to your Learner Community portal with your administrative account credentials, click on your
name in the top right corner and select Admin Dashboard from the dropdown list.

3 Learner

Home  Course Offerings My Leaming  Agenda

& My Account
¥ My Public Profile

® Log Out

CONDUENT ’;

Strategy Capability Content

For some associations educalion is a core With a well-gefined online leaming strategy in place Many new locls and approaches have mada the
competency but onling leaming i not That's organizations must fum their attention 1o building the extremely rapld development of basic keamning content
understandable Online leaming is a relalively new capabities required to develop, deliver and manage possible, while producing very high-end comlent
medium thal is still undergoing rapid changes in onlme keaming programs. remains complex and resource intensive

approaches, technologies and participant behavior

You will land on the main Dashboard page and can then use the left-hand menu to access the Admin Dashboard
functions that you need.
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HELP BUTTON

Each page of the Admin Dashboard includes a = button in the top right corner.

% Sections =t

& -

4 2015 Annual Conference
Manage | def
Manage & Default
Manage | Example
Manage | TEst
Manage | Testing Again
4 AAA Test2

Manage | Default

Click on the help button to go to a page in our Help Page Index for information about the Admin Dashboard page
you are viewing. The help page will include a description of what the feature is, examples and steps to use the
admin functions. Most help pages also include Related Links to other help pages on similar topics.

Site - Web Pages

Your Portal's Web Pages
‘ol & b ranage your Learner Community web Si by creating, moving and editing Web Pages, Re'ated |_| nks
verall site design and structure and will detenming how learners view and Design Page Layout
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Most of the help pages consist of "Accordion" links that let you click to view more content about a particular
subject.

WA U EUIIY SECIE,

To manage or make changes to an existing section, Search for the Sectlon or Product Title and click Manage next 1o
I section tithe

Note: Sections mis! be created on the LIVE portal You can creals sections on siaging for review of testing
purposes only

Click the + button 1o Add Mew Froduct Section

Enter a new Section Name

Enter an Integration Product Code ff applicable

Enter the number of lsarners allowed in the Maximum Capacity field, or leave the checkbox selected for
“Unilimited” capacity If you do nat have a limit o the number of leamers allowed 1o enroll in the section

= Click in Ihé Section Administrator{s) box and choose an adminisirator rom the drop-down st thal appears
‘You can also begin typing a name to kocate the admin in the list

« Choose from the provided list or use the "Search by: Titie" box to search for the Leaming Product reiated to
the Saction you are crealing

You will be directed to the Section Dashboard, where vou can run reports and manage details of the Section.

Enrcfiing in a Sectien

-

Faciitated Leaming Activiles

Sections and Certfications

The help page will open in a new browser tab so that you can easily toggle back and forth between the help info
and the admin page you were viewing.

HELP INDEX

Each help page includes a "Breadcrumb" link at the top of the page. This lets you click back to previous help pages
or to broader topics. Each page includes an "Index" link to take you to the main Help Page Index page.

1= Index ¢ Learning Products

™ Lear Products — Sections

What is a Section?
There afe a couple of easy ways to think of sections
= You might have a2 SPRING 2015 section and a FALL 2015 section for the same product

= You might have the same Learning Product material, but hold live training events for the product at different dates
and locations throughout the year

Each Section can have its own administrators who can access Reports and information aboul their assigned Saction,
only. Section admins can also grade and customize content on certain activities

Each Leaming Product or Certification is sel up with iis own Defaull Seclion. You can then creale
additional Sections of the product, and can set properties in the product's lesson structure that aliow the section admins
to use facilitated leaming features

Use Sections:
« To keep groups of leamers together in separate iterations of the same product

= Tolet administrators facilitate Interactive lzarning activities within their section of l2arners.

ging or Editing

To manage or make changes 1o an existing section, Search for the Section or Product Title and click Manage next o
the section litle.

.
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The Help Page Index in our Help Center (help.learnercommunity.info/helpcenter) provides you with a simple list of

all of the help pages, broken down by the location in the Admin Dashboard. You can easily locate the main topic of
interest and then drill down to the info that you need.

For example, if you need more information about how to add a new site page, look for the Site section in the
Index, select Web Pages, and then click on Add/Edit Page.

Help Center

HELP CENTER

Welcome

Useful Resources to Get Started
SATE

Web Pages

Menus

Domains

Motifications

Email Templates

Transcript Header

Useful Resources for Site Pages
SOCIAL

Badges

Communities

Webhooks

PRODUCTS

Learning Products

Sections

Marketplace
Export Clients
Conferences
Subscriptions

Cartificatinne

HELP CENTER

Sections

Sections
Add Section
Manage Sections
Dashboard
Create Classroom
Roster
Gradebook
View Details
Configuration

Administrators

The Help Center (help.learnercommunity.info/helpcenter) is the central hub for administrative resources in

Learner Community. Go to the Help Center to access a the Help Page Index and links to Admin Tutorial videos,
Sprint information, the admin Insight Community and more. You can access the Help Center from any help page by

clicking on the link at the top of the page.
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éCL(gﬂaMrUerleTYr Community Insight Help Center Cuoogle™ Custem Skarh

Help Center

HELP CENTER "
T — Welcome to Learner Community!

Useful Resources to Get Started Click on the buttons below to view our Sprint Updates, Training Videos, and visit the Community.
SITE
ra ra o =
Mienis —] [ —"1 ‘ ‘
Domains
Notifications Sprint Updates Admin Tutorials Community Insight Sprint Videos
Emall Templates . .
e oteiead View a log of previous Sprint Wew our liorary of training Use Community Insight Q&A View sprint video overviews.

e ) releases, along with details  resources and videos to getthe  and discussions, download and Newvideos ace
Useful Resources for Site Pages about current and new features most out of Leamner share files or show released ol
SOCIAL and enhancements Community features. off badges. each-sprint
Badges i

_ oo e | vewow

Communities
Webhooks
PRODUCTS

Welcome Guide | Training Agenda | Help Pages
Leamning Products

Sections
Marketplace

Export Clients
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