Learner
COMMUNITY

INTEGRATED LEARNING TOOLS

Welcome to
Learner Community!

epared By: Sara Charles
Updated: 5/18/2017



Learner
COMMUNITY

NTEGRATED LEARNING TOOLS

TABLE OF CONTENTS

OVEIVIBW ...ttt sttt st s bt s b et e s b e e e b et e bt e st e e sas bt e s b e e e ab e e se s e e e as e e sbe e e sb e e s b e e s bt e sab e e sane e e sabeesabeesereennneens 2
TIAINING PLAN ¢ttt e b et e b e e bt e bt e s s bt e e bt e sa bt e e ab e e sa bt e eab e e be e e ebbe e be e e be e e beeenee s beeeneenane 2
AAMINTSTrAtOr COITITICATIONS ...ttt st b ettt s bt et et eatesbe e beenbeeaeesaes 2
BrainStormMing SESSIONS/Q&A ......viiiuieectieeitieeetee st eeteesteeeteeestaeebeesbeeebeesabeesaaseesaseessseessaeesesensaesaseesnsaessseesaseenssres 2
LI L1 = 0 o o ok PSP 2
[ 1[I 6T o =T o TP O ST P PO PP O PP PRPPPORRN 3
L LT T =Y TN T Vo - USRS 3
Y o 3P PURPRN 4
INSIGAT COMIMUINITY Lenetiiiie ettt ettt b e et s bt e et e s it e e s ab et e st e e eab e e sabe e bt e e sbeeebeesabeeeaneesabeesaneeenn 4
HOW t0 USE the NP PABES .. .eiiiiieiieeee ettt et sb e s bttt e st e sbe e sab e e sabe e beeeabae s nbeeenneesane 5
How to access the admin dashbOard..........ccoeuieiiriiniei et e s 5
HEID DULEON ...t sttt et e ea bt e sab e e bt e e s be e e bt e st e e sabeesabeesabeesbbe e sateesaneennees 5
LTV o o PP PPP 8
D T0 T V=T o o1 1=Ya 0 T=T o1 =1 o o TSR PSRPN 8
[oTo L T Y o1 L= 0 41T 01 - | (o} o SR 8
USET'S BIOUP MIEETINE .. eeeutieieitiiet ettt ettt ettt e b et et s bt e s bt e s h bt e bt e e sab e e abe e e beesab et sabeesabeesabeeabeeesbbesabeeeabaeesabeesaneesane 8

Page |1



\, Learner
Sl 1

OVERVIEW

Welcome to Learner Community! We are happy to have you!

As a new client, this guide will help you to plan and get started using Learner Community. You will have access to
self-paced training courses as well as one-on-one webinars with our training department to help you use the
system to meet your business needs.

Learner Community includes comprehensive online help pages that serve as a guide to using all available features.
An index lets you look for a particular topic and view definitions, examples and step-by-step instructions.

TRAINING PLAN

Part of the implementation process is learning how to use Learner Community to meet your business needs. We
provide several levels of training to help you get oriented and understand the various features.

| ADMINISTRATOR CERTIFICATIONS

The first step in the training process is for you to complete some self-paced certification courses. These courses
include short videos that explain and showcase functions on building site pages and Learning Products. The
following Administrator Certification courses will be made available to you:

e Site Page Management Administrator Certification
e Learning Products Administrator Certification

Additional courses and videos will be added over time.

We ask that you complete these courses early in the implementation process so that you can get a basic
understanding of how the system works.

These courses will remain available to you and can be a valuable tool for training newly hired administrators in the
future, or for a quick review.

BRAINSTORMING SESSIONS/Q&A

After you have completed your certification courses, you can contact your project manager to schedule webinars
with our training department to discuss your specific business case and how you can use Learner Community to
meet your needs. Typically, these sessions are broken into three webinars—one to cover building products/adding
content, one to cover other types of products and other features, and one to cover live administrative functions
such as reports and enrollment codes. The standard amount of training time covered in implementation is 5 hours.
Any training beyond this time may require additional fees.

TRAINING TOPICS

e Site Page Management
e Learning Products

e Other Product Types

e  Product Sharing

e Social Features

e Live Admin Dashboard

Go to help.learnercommunity.info/training-agenda to access the full Training Agenda.
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HELP CENTER

The Help Center (help.learnercommunity.info/helpcenter) is the central hub for administrative resources in
Learner Community. Go to the Help Center to access the Help Page Index and to link 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.

Learner Communiy insight  Help Center i a |

MMUNITY

Help Center

HELP CENTER

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.

sime
Menus ‘ ‘
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Notif Sprint Updates Admin Tutorials Community Insight Sprint Videos
Email Templates
View a log of previous Sprint “iew our library of training Use Community Insight &4 VIEW SPYRIL e DUETYIEW
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Ussiul Resaurces for Site Pages about current and new features most out of Learmer share files or show reieased after
o and enhancements Community teatures off banges each sprnl
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. Poorvo | Frerors) ==
Communities
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PRODUCTS F: o

Welcome Guide | Training Agenda | Help Pages

Learning Praducts

HELP PAGE INDEX

As part of the Help Center, the Help Page Index 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.
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Sections

Manage Sections

SPRINTS

Learner Community employs an Agile SCRUM methodology in our development. The development team operates
in what are called "sprints". During the sprint cycle, the team may choose to address various issues or new features
in the system. At the end of each sprint, enhancements and/or new features are released on both Staging and Live.

To view a log of all previous sprint releases along with details about current new features and enhancements, go to
the Sprints page: (help.learnercommunity.info).

INSIGHT COMMUNITY

The Insight Community is a great resource for all of our Learner Community clients to come together and share
and discuss information, ask questions and display knowledge. This tool can help you to collaborate with others
who may have experience with using Learner Community in ways that can benefit you and your organization. The
community is also a great place to post system enhancement requests so that others can weigh in on related
needs that they have.

You will have an account created at the beginning of your implementation and can access the community at
learnercommunity.com/communities/insight. Be sure to create a discussion to introduce yourself!

e The Q&A tool enables users to pose questions to the community, and community members post
responses. Other members of the community can “up-vote” responses to the questions that they think
are good answers. Community members can also “down-vote” responses that they think are off the
mark. Responses with the most up votes move to the top of the list. The member who posted the
question can also “accept” the answer that is the best solution to their question.
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The Discussions tool enables members to create or respond to threaded discussions. Discussion topics
can be tagged to facilitate participation.

e The Files tool is useful for sharing and exchanging files with members of the community, such as
documents, images, zip files, etc.

e The Badges tool displays all of the motivational and rules-based badges that can be earned by members
of the community. In addition, the most recently awarded badges are displayed.

HOW TO USE THE HELP PAGES

You can get help with any Learner Community feature by clicking on the Help link in the top right corner of the
page. 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.
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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.

HELP BUTTON

(7}
Each page of the Admin Dashboard includes a button in the top right corner.
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& Sections

« 2015 Annual Canference
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Manage Default
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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.

&5 Site - Web Pages
Your Portal's Web Pages

You are able to manage your Learner Community web site by craating, moving and editing Web Pages R e | 3 te d Ll n kS

Each Web Page can be added to your overall site design and structure and will determing how learners view and Design Page Layout
access your site’s content and layout

Add / Edit Menu
Note that when you create a page, It Is not automatically added to you
add to your menu or 10 access ’.'\rOi.;E.i'l a direct link, See As

igation menw, The page will be available to
further details about adding a page to Add /) Edit Web Pages
your menu

Pages can be hidden or available during a certaln windew of time to allow you to control what your learmers see and
when

There is na fimit to the number of pages you can create and you can edit ar hide them at any time. Changes to web
pages will be seen on your Live site as soon as you publish the site

you can specify which Enrollment Widget Page is the default page.

Enroiiments Widget on muitiphe p

« Tochange the default page, drag the desired page from the Site Pages cutline. then drop it in the sppropriat
green bow.

Default Pages

To apecify & detault page for Sach 2100 Dedow, drag ihe esined nage it the St Pages cofine. Men GO0 1 Gl T AOTOpnatN Box
B

S ==

Most of the help pages consist of "Accordion” links that let you click to view more content about a particular
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matag Y Ul EUIIY SELUUnE.
To manage or make changes to an existing section, Saarch for the Section or Product Titke and click Manage next 1o
the section e

Note: Sections must be created on the LIVE portal. You can create sections on staging for review of t2sting
purposes only.

Create a New Seclion Q——___E____‘

+ Clickthe < | button 1o Add New Product Section

Enter a new Section Name

Enter an Integration Product Code if applicable

Enter the number of leamers allowed in the Maximum Capacity field, or leave the checkbox selected for
“Uniimited” capacity if you do not have a limit to the number of iearners alowed 1o enroll in the section

Clck in the Section Administratorns) box and choose an adminsirator from the drop-gown kst that appears.
‘You can also begin typing a name to locate the admin in the list

+ Choose from the provided list or Use the “Search by. Title” box to search for the Learning Product related o
1he Section you are creating.

oo

= You will be directed to the Section Dashboard, where you can run reports and manage detalls of the Section

Enralling in a Section :' - —

Facilitated Learning Activites

Sections and Centifications

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.

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.

= Index « Learning Products

™ Learnig Products — Sections

What is a Section?
There are a couple of easy ways to think of sections:
« You might have a 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 about their assigned Section,
only. Section admins can also grade and customize content on certain activities

Each Leaming Product or Certification is set up with its own Default Section. You can then create
additional Sections of the product, and can set properties in the product’s lesson structure that allow the section admins
to use facilitated learning features.

Use Sections:

« To keep groups of learners together in separate iterations of the same product.

« To let administrators facilitate interactive learning activities within their section of learners.
Managing or Editing Sections:

To manage or make changes to an existing section, Search for the Section or Product Title and click Manage next to
the section title
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SUPPORT

| DURING IMPLEMENTATION

During the implementation phase you can contact your Project Manager for any questions. The Project Manager
will be your main point of contact for scheduling calls and training, working on integrations, answering questions
and keeping track of project milestones.

POST-IMPLEMENTATION

After you have launched your new site to your learners and published live, you will be transitioned to Support
Services where you will have a team of support staff to assist you with questions and issues. We will schedule a call
with you when you are ready to transition to support and introduce important members of the team.

If you have contracted to use our end-user support, a team of support specialists will be on hand to take calls and
emails from your learners and assist them with any questions or technical issues.

USER'S GROUP MEETING

Learner Community clients have the opportunity to attend our User's Group Meetings help in the Washington D.C.
area. This meeting is a great opportunity to meet with our staff and other Learner Community administrators to
share ideas, learn about new and useful features and attend engaging and informative presentations.

This meeting is generally held annually during the first half of each year. You can expect to receive an email invite
several months prior to each meeting. We encourage you to participate in this educational experience!
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