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1.0 Resource Manager Course Introduction
1.1 Lesson Introduction
1.1.1 Introduction
File name: resman13_l01_t01_010
1.1.1.1 Screen Text
Welcome to the Resource Manager course. This course will introduce you to the resources component of AgLearn. As a Resource Manager, you will be responsible for adding and editing different types of resources (e.g., instructors, facilities, locations, and equipment).
At the completion of this lesson, you will be able to do the following:

· Identify the AgLearn menu options available to Resource Managers
1.1.1.2 Graphic Description

Asset: Screen capture illustrating the homepage for the Resource Manager interface which is the first screen you see after you login. This screen capture should “zoom out” from the Administrator Login link on the AgLearn homepage.

url: http://www.staging.aglearn.usda.gov/
login: masman
password: Poiuytrewq1$
508: The AgLearn Resource Manager home page

1.1.1.3 Programming Notes

Click Next to continue.

1.1.2 Course Structure

File name: resman13_l01_t01_020
1.1.2.1 Screen Text

The AgLearn Resource Manager course is comprised of the following lessons:

· Resource Manager Course Introduction
· Managing Instructors
· Managing Facilities

· Managing Locations

· Managing Equipment

· Knowledge Check

· Course Summary

1.1.2.1.1 Programming Notes

Click Next to continue.

1.1.3 Available Menu Options

1.1.3.1 Screen Text
	Captivate Type: Try it

	Filename: resman13_l01_t01_030
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	1. 
	
	When you login to AgLearn, you will notice many of the same menu options you learned about in the Basic Administrator course. When a menu option is selected, a Left menu frame appears that contains submenu options corresponding to the menu option selected.

Click each of the four menu options highlighted to learn more about them.

When you are finished, click Next to continue.
	Begin with the Resource Manager home page screen.
Close button should display as the first action of the captivate file with the additional information.

	2. 
	Select the User Management menu.
	The User Management menu provides access to those system functions used to manage general user information, organizations, and related tools and references.

Submenu options available to you include:
· Users
· Organizations
· Organization Groups

· Tools

· References
	Blue/clickable boxes display across the topic highlighting the menu options available.

	3. 
	Select the Learning menu.
	The Learning menu is used for managing items, Scheduled Offerings, classes, groups, communities and related tools, resources, and references.

Submenu options available to you include:

· Items
· Scheduled Offerings

· Classes

· Group Instances

· Communities

· + Tools

· + Resources

· + References
	

	4. 
	Select the Commerce menu.
	The Commerce menu option provides access to those system functions used to track and update commercial transactions of users and organizations defined in AgLearn. Administrators are able to search for and view catalogs. 

Submenu options available to you include:

· Catalogs
	

	5. 
	Select the Reports menu.
	The Reports menu option provides access to those system functions used to generate any of the existing AgLearn reports or custom reports (custom report formats must be linked to AgLearn by a system administrator before they can be run here).

Submenu options available to you include: 

· + Learning
	

	6. 
	
	You have completed the Lesson Introduction topic; click Next to continue with the next topic.
	Use the plain background.


1.1.3.1.1 Programming Notes

Click Next to continue.
1.2 Lesson Summary
1.2.1 Summary

Filename: resman13_l01_t02_010

1.2.1.1 Screen Text

Congratulations, you have just completed lesson 1, Resource Manager Course Introduction, of the AgLearn Resource Manager course. 

During this lesson, you have learned about the AgLearn menu options available to Resource Managers.
1.2.1.2 Programming Notes
Click Next to continue.

2.0 Managing Instructors
2.1 Lesson Introduction

2.1.1 Introduction

File name: resman13_l02_t01_010
2.1.1.1 Screen Text
As a Resource Manager, one of your responsibilities involves managing instructors. An instructor is a resource within AgLearn who delivers learning. Instructors can be tracked in the system and assigned to Scheduled Offerings.
In this lesson you will learn how to:

· View and edit an instructor record
· Add an instructor record
2.1.1.2 Graphic Description
Asset: Screen capture illustrating the Instructors screen which is accessible by selecting the Learning menu and then selecting Resources from the left menu. This screen capture should “zoom out” from the Learning menu on the Resource Manager home page.

url: http://www.staging.aglearn.usda.gov/
login: masman
password: Poiuytrewq1$
508: The Instructors search screen
2.1.1.3 Programming Notes

Click Next to continue.

2.2 Add an Instructor

	Captivate Type: Guide Me

	Filename: resman13_l02_t02_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	7. 
	
	As a Resource Manager one of your responsibilities pertains to adding new instructors.

Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	8. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you have been asked to add Michael Maine as a new instructor in the OCIO domain. 
	Resource Manager home page.

	9. 
	Select + Resources from the left menu frame.
	
	Items > Search

	10. 
	Select the Add New link.
	The Instructors Search screen is the default Resources screen.
	Instructors > Search

	11. 
	
	When adding a new instructor, it is important that you enter as much information as you can. The first field to complete is the Instructor ID field which is a required field. When creating an instructor ID, you are encouraged to use the following convention: 
AGENCY-SUBAGENCY-LASTNAME-FIRSTINITIAL

Notice that OCIO-MAINE-M has already been entered in the Instructor ID field for you.

Note: If you do not know or have a sub agency, do not include it as part of the ID.
Click Continue.
	Instructors > Add New
Enter OCIO-MAINE-M in the Instructor ID field.
Highlight the Instructor ID field.

	12. 
	
	Now enter the instructor’s name in the appropriate fields. Notice that Maine and Michael have already been entered in the Last Name and First fields accordingly.
Click Continue.
	Instructors > Add New
Enter Maine in the Last Name field.

Enter Michael in the First field.

Highlight the Last Name and First fields.

	13. 
	
	Next you would enter the company for whom the instructor works in the Company field. Notice that 123 Instruction has already been entered in the Company field.
Click Continue.
	Instructors > Add New
Enter 123 Instruction in the Company field.

Highlight the Company field.

	14. 
	
	Since you already know the instructor is supposed to be added to the OCIO domain, OCIO has already been entered in the Domain field for you.
Click Continue.
	Instructors > Add New
Enter OCIO in the Domain field. 

Highlight the Domain field.

	15. 
	Select America/New York (Eastern Standard Time) from the Time Zone drop-down list.
	Since Michael Maine is located in Maine, select America/New York (Eastern Standard Time) for the time zone.
	Instructors > Add New


	16. 
	
	Michael Maine’s email address has already been entered in the Email Address field.
Click Continue.
	Instructors > Add New
Enter mmaine@123instruction.com in the Email Address field.

Highlight the Email Address field.

	17. 
	
	For the purpose of this scenario, there are no additional comments and the Active check box (which indicates whether the instructor is active) default selection is appropriate.
Click Continue.
	Instructors > Add New

Highlight the Comments field and the Active check box.

	18. 
	Click Add.
	Click the Add button to add Michael Maine as an instructor.
	Instructors > Add New

Make both Add buttons clickable.

	19. 
	
	View the Summary tab as it displays the instructor’s information.

Click Continue.
	Instructors > Search > Edit Summary
Please make sure the Active check box is visible.

	20. 
	
	You have completed the Add an Instructor topic; click Next to continue with the next topic.
	Use the plain background.


2.2.1.1 Programming Notes

Click Next to continue.
2.3 View/Edit an Instructor
	Captivate Type: Guide Me

	Filename: resman13_l02_t03_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	21. 
	
	As a Resource Manager you will need to view and/or edit instructors.
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	22. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you have been asked to make Michael Maine, who is currently an instructor in the OCIO domain, an authorized instructor of the Introduction to the Virtual Classroom (the item ID is OCIO-Intro-VC).
	Resource Manager home page.

	23. 
	Select + Resources from the left menu frame.
	
	Items > Search

	24. 
	
	The easiest way to find Michael Maine is to search by his last name and domain since you know both. Maine has already been entered in the Last Name field for you.

Click Continue.
	Instructors > Search

Highlight the Last Name field and enter Maine.

	25. 
	Click the Add/Remove Criteria icon.
	Since you know the instructor is in the OCIO domain, include domain as part of the search criteria to refine your search.
	Items > Search

	26. 
	Select the Domains check box.
	
	Search Criteria window

	27. 
	Click Submit Query.
	When you click the Submit button, the Search Criteria window will close and Domains will be added as search criteria.
	Search Criteria window

	28. 
	Click Search.
	Notice that Domains is now listed as search criteria and that OCIO has already been entered in the Domains field for you. 

Now you have two search criteria entered.
	Instructors > Search

Enter OCIO in the Domains field.

Highlight both the Last Name and Domains fields.

	29. 
	Click the Edit icon corresponding to instructor’s name.
	Notice that Michael Maine is listed in the search results. Click the corresponding Edit icon to authorize him to teach the Introduction to the Virtual Classroom Item.
Note: To simply view the instructor’s record, click the View icon.
	Instructors > Search

	30. 
	Click the Authorized to Teach tab.
	The Instructors Summary screen displays and contains basic information about the instructor. Instructors are authorized to teach an Item from the Authorized to Teach tab. 
	Instructors > Search > Search Results > Edit Summary

	31. 
	
	The Authorized to Teach tab contains the list of Items that the instructor is authorized to teach. 
Note: You are not prevented from scheduling an instructor for an offering of an Item not in the list presented. However, by entering one or more Items here for your instructors, when you use a drop-down list to select an instructor for a Scheduled Offering, you will receive an alert should you choose an instructor who is not authorized to teach the Item. 
Click Continue.
	Instructors > Search > Search Results > Edit Authorized to Teach

	32. 
	Select the add one or more from list link.
	Select the add one or more from list link to search for and add an item to the instructor’s authorized items list.
	Instructors > Search > Search Results > Edit Authorized to Teach

	33. 
	Click Search.
	Recall that the Item title to add to the instructor’s authorized list is Introduction to the Virtual Classroom. Notice that this title has already been entered in the Item Title field.
	Instructors > Search > Search Results > Edit Authorized to Teach

Enter Introduction to the Virtual Classroom in the Item Title field. Be sure to show from the beginning part of the title in the field.

	34. 
	Select the Add check box corresponding to the Introduction to the Virtual Classroom course.
	Notice the search results list the appropriate item.
	Item > Search Results

	35. 
	Click Add.
	
	Item > Search Results
Be sure to make both Add buttons clickable.

	36. 
	
	Scroll down to the Update the Authorized Items for the Instructor section and see that the Introduction to the Virtual Classroom course was added.

Note: When you assign an instructor as a resource to a Scheduled Offering the instructor’s schedule appears on the Scheduling tab of the instructor record.
Click Continue.
	Instructors > Search > Search Results > Edit Authorized to Teach
Highlight the Introduction to the Virtual Classroom course.

	37. 
	
	You have completed View/Edit an Instructor topic; click Next to continue with the next topic.
	Use the plain background.


2.3.1.1 Programming Notes

Click Next to continue.

2.4 Lesson Summary

File name: resman13_l02_t04_010
2.4.1 Summary

2.4.1.1 Screen Text
Congratulations, you have just completed lesson 2, Managing Instructors, of the Resource Manager course. 

During this lesson, you have learned to do the following:

· Add an instructor
· View/Edit an instructor
2.4.1.2 Programming Notes

Click Next to continue.
3.0 Managing Facilities
3.1 Lesson Introduction

3.1.1 Introduction

File name: resman13_l03_t01_010

3.1.1.1 Screen Text
As a Resource Manager, another one of your responsibilities involves managing facilities. Facilities are groups of locations. For example, a building with many classrooms is a facility and the classrooms are considered locations. You will use facilities as a way to group locations together in a logical way. A location is a place where training occurs (i.e., where a Scheduled offering is delivered). You can assign things to facilities and locations such as equipment (e.g., a projector or blackboard) or materials (e.g., text books or tablets).
In this lesson you will learn how to:

· Add a facility
· View/Edit a facility

3.1.1.2 Graphic Description

Asset: Screen capture illustrating the Facilities screen which is accessible by selecting Learning and then Resources from the left menu frame. This screen capture should “zoom out” from the Learning menu on the Resource Manager home page.

url: http://www.staging.aglearn.usda.gov/
login: masman
Password: Poiuytrewq1$
508: The Facilities search screen

3.1.1.3 Programming Notes

Click Next to continue.

3.2 Add a Facility
	Captivate Type: Guide Me

	Filename: resman13_l03_t02_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	38. 
	
	As a Resource Manager you will also have to add a new facility. 
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	39. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you will use the following scenario to add a facility. 
You have just received notification that the lease expired on a facility in DC and that a new one is being leased in Arlington, VA. You must add this new facility to the OCIO domain.
	Resource Manager home page.

	40. 
	Select + Resources from the left menu frame.
	
	Items > Search

	41. 
	Select Facilities from the left menu frame.
	The Instructors Search screen is the default Resources screen.
	Instructors > Search

	42. 
	Select the Add New link.
	
	Facilities > Search

	43. 
	
	When adding a new facility, it is important that you enter as much information as you can in addition to completing the three required fields:
Facility ID

Description

Domain

Click Continue.
	Facilities > Add New

	44. 
	
	The first field to complete is the Facility ID field. When creating a facility ID, you are encouraged to use the following convention:

AGENCY-CITY-ADDRESS
Notice that OCIO-ARL-501GLEBE has already been entered in the Facility ID field for you.
Click Continue.
	Facilities > Add New
Enter OCIO-ARL-501GLEBE in the Facility ID field.

Highlight the Facility ID field.

	45. 
	
	Next you would enter a description. For this scenario, the Description field already contains 501 Glebe Arlington.
Click Continue.
	Facilities > Add New
Enter 501 Glebe Arlington in the Description field.

Highlight the Description field.

	46. 
	
	Since you know the facility is supposed to be added to the OCIO domain, OCIO has already been entered in the Domain field for you.

Click Continue.
	Facilities > Add New

Enter OCIO in the Domain field. 

Highlight the Domain field.

	47. 
	Select OCIO-East (OCIO Eastern Region) from the Region drop-down list.
	Even though the remaining fields are not required, it is helpful to provide as much information as possible. 

Similar to how facilities are groupings of locations, a region is a way to group facilities together.
	Facilities > Add New

	48. 
	Select America/New York (Eastern Standard Time) from the Time Zone drop-down list.
	Since the facility is located in Arlington, VA, select America/New York (Eastern Standard Time) for the time zone.
	Facilities > Add New



	49. 
	Select 01 (Primary M-F) from the Work Week drop-down list.
	
	Facilities > Add New

	50. 
	Click Add.
	For the purpose of this scenario, use the default selection for External Facility and refrain from entering comments.

Click the Add button to add the new facility.
	Facilities > Add New
Highlight the External Facility check box and the Comments field.

Make both Add buttons clickable.

	51. 
	
	View the Summary tab displays the new facility’s information.

Click Continue.
	Facilities > Search > Search Results > Edit Summary

	52. 
	
	You have completed the Add a Facility topic; click Next to continue with the next topic.
	Use the plain background.


3.2.1.1 Programming Notes

Click Next to continue.

3.3 View/Edit a Facility

	Captivate Type: Guide Me

	Filename: resman13_l03_t03_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	53. 
	
	In your role as a Resource Manager, you will be responsible for viewing and editing facilities.
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	54. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you have been directed to add the following contact information for the 501 Glebe Arlington facility (Facility ID: OCIO-ARL-501GLEBE and domain is OCIO): 
· Contact name: Oscar Ohio

· Address: 1801 M Street, Washington DC

· Country: USA

· Phone Number: (202)555-1234

· Email: oohio@usda.gov
	Resource Manager home page

	55. 
	Select + Resources from the left menu frame.
	
	Items > Search

	56. 
	Select Facilities from the left menu frame.
	
	Instructors > Search

	57. 
	Click Search.
	The easiest way to access the facility’s information is to search by its facility ID which was provided in the scenario. Notice that OCIO-ARL-501GLEBE has already been entered in the Facility ID Field for you.
Click the Search button to search for the facility.
	Facilities > Search
Enter OCIO-ARL-501GLEBE in the Facility ID field.

Highlight the Facility ID field.

	58. 
	Click the Facility ID edit icon corresponding to the appropriate facility.
	In order to add the facility’s contact information, click the Facility ID edit icon corresponding to OCIO-ARL-501GLEBE.
	Facilities > Search

	59. 
	Click the Contact tab.
	Click the Contact tab to enter the contact information specific to this facility.
	Facilities > Search > Search Results > Edit Summary

	60. 
	
	Notice that the following information has already been entered for you:
· Contact name: Oscar Ohio

· Address: 1801 M Street, Washington DC

Click Continue.
	Facilities > Search > Search Results > Edit Contact
Enter the following information:

Contact: Oscar Ohio

Address: 1801 M Street

City: Washington

State: DC

Highlight the Contact, Address, City, and State fields.

	61. 
	Select United States of America from the Country drop-down list.
	Since the contact person is located in the U.S., select United States of America from the Country drop-down list.
	Facilities > Search > Search Results > Edit Contact


	62. 
	
	Notice that the following information has already been entered in the appropriate fields:
· Phone Number: (202)555-1234

· Email: oohio@usda.gov
Click Continue.
	Facilities > Search > Search Results > Edit Contact
Enter the following information:

· Phone Number: (202)555-1234

· Email: oohio@usda.gov
Highlight the Phone Number and Email Address fields.

	63. 
	Click Apply Changes.
	Now that all of the contact information from the scenario is entered in the appropriate fields, click the Apply Changes button to save the information.
	Facilities > Search > Search Results > Edit Contact
Make both Apply Changes button clickable.

	64. 
	
	You have completed the View/Edit Facility topic; click Next to continue with the next topic.
	Use the plain background.


3.3.1.1 Programming Notes

Click Next to continue.

3.4 Lesson Summary

File name: resman13_l03_t04_010

3.4.1 Summary

3.4.1.1 Screen Text
Congratulations, you have just completed lesson 3, Managing Facilities, of the Resource Manager course. 

During this lesson, you have learned to do the following:

· Add a facility
· View/Edit a facility

3.4.1.2 Programming Notes

Click Next to continue.

4.0 Managing Locations
4.1 Lesson Introduction

4.1.1 Introduction

File name: resman13_l04_t01_010

4.1.1.1 Screen Text
As a Resource Manager you are also responsible for managing locations. Locations are places where things can be scheduled (e.g., Scheduled Offerings). Locations can be grouped into a facility for organizational purposes. For example, a building with many classrooms is a facility. Its classrooms can be locations. 
In this lesson you will learn how to:

· Add a location
· View/Edit a location

4.1.1.2 Graphic Description

Asset: Screen capture illustrating the Locations screen which is accessible by selecting Learning and then Resources from the left menu frame. This screen capture should “zoom out” from the Learning menu on the Resource Manager home page.

url: http://www.staging.aglearn.usda.gov/
login: resman
Password: Poiuytrewq1$
508: The Locations search screen

4.1.1.3 Programming Notes

Click Next to continue.

4.2 Add a Location
	Captivate Type: Guide Me

	Filename: resman13_l04_t02_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	65. 
	
	In your role as a Resource Manager, you will be responsible for adding new locations.
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	66. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you will use the following scenario to add a location. 

The new facility being leased in Arlington, VA has a training room which needs to be made available for scheduling in AgLearn. You have been asked to add this location which can accommodate a maximum of 30 people to facility ID OCIO-ARL-501GLEBE which is in the OCIO domain. Additional information you need to add includes:
Contact Name: Tom Turney

Contact Email: tturney@usda.gov
	Resource Manager home page

	67. 
	Select + Resources from the left menu frame.
	
	Items > Search

	68. 
	Select Locations from the left menu frame.
	The Instructors Search screen is the default Resources screen.
	Instructors > Search

	69. 
	Select the Add New link.
	
	Locations > Search

	70. 
	
	The first field to complete is the Location ID field. When creating a location ID, you are encouraged to use the following convention:
AGENCY-CITY-FACILITY-RM#

Notice that OCIO-ARL-501GLEBE-TrainingRm1A has already been entered in the Location ID field for you.

Click Continue.
	Locations > Add New
Enter OCIO-ARL-501GLEBE-TrainingRoom1A in the Location ID field.

Highlight the Location ID field.

	71. 
	
	Next you would typically enter a location description but for this scenario, the Description field already contains an appropriate description.
Click Continue.
	Locations > Add New
Enter Training Room 1A at 501 Glebe in the Description field.

Highlight the Description field.

	72. 
	
	Since you know the location is being added to a facility in the OCIO domain, the location must also be assigned to the OCIO domain. Notice that OCIO has already been entered in the Domain field for you.
Click Continue.
	Locations > Add New

Enter OCIO in the Domain field.

Highlight the Domain field.

	73. 
	Select TRAINING ROOM (Training Room) from the Location Type drop-down list.
	As stated in the scenario, the location you are adding is a training room. 
	Locations > Add New

	74. 
	Select OCIO-ARL-501GLEBE from the Facility drop-down list. 
	If you recall from the scenario, you are adding a location to the facility at 501 Glebe in Arlington, VA. Select OCIO-ARL-501GLEBE from the Facility drop-down list.
	Locations > Add New

	75. 
	
	Even though it is not a required field, the Max Capacity field is important to complete. Entering a value in this field prevents registering too many students in a Scheduled Offering. 

Per the scenario, 30 is already been entered in the Max Capacity field for you.
Click Continue.
	Locations > Add New
Enter 30 in the Max Capacity field.

Highlight the Max Capacity field.

	76. 
	Click Add.
	If you recall from the scenario, you were provided with a contact name and email. Notice these two fields have already been completed for you.
Click the Add button to add the new location. 
	Locations > Add New
Enter Tom Turney in the Contact Name field.

Enter tturney@usda.gov in the Contact Email field.

Highlight the Contact Name and Contact Email fields.

Make both Add buttons clickable.

	77. 
	
	View the Summary tab displays the new location’s information.

Click Continue.
	Locations> Search > Search Results > Edit Summary

	78. 
	
	You have completed the Add a Location topic; click Next to continue with the next topic.
	Use the plain background.


4.2.1.1 Programming Notes

Click Next to continue.

4.3 View/Edit a Location
	Captivate Type: Guide Me

	Filename: resman13_l04_t03_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	79. 
	
	As a Resource Manager you will have to view and/or edit locations.
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	80. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you will use the following scenario to edit a location.
You have just been informed that the maximum capacity for Training Room 1A at 501 Glebe was reduced to 25. Locate the location ID OCIO-ARL-501GLEBE-TrainingRm1A and make the correction.
	Resource Manager home page

	81. 
	Select + Resources from the left menu frame.
	
	Items > Search

	82. 
	Select Locations from the left menu frame.
	The Instructors Search screen is the default Resources screen.
	Instructors > Search

	83. 
	Click Search.
	The quickest way to find the location is by its ID as provided in the scenario. The Location ID field already contains OCIO-ARL-501GLEBE-TrainingRm1A.

Click the Search button to search for the location.
	Locations > Search
Enter OCIO-ARL-501GLEBE-TrainingRoom1A in the Location ID field.

Highlight the Location ID field.

	84. 
	Click the Location ID edit icon corresponding to the appropriate location.
	In order to modify the location’s maximum capacity, click the Location ID edit icon corresponding to OCIO-ARL-501GLEBE-TrainingRm1A.
	Locations > Search

	85. 
	Click Apply Changes.
	Locate the Max Capacity field on the Summary tab and notice that 30 has been changed to 25 for you. 

Click the Apply Changes button to save the new maximum capacity.
	Locations > Search > Search Results > Edit Summary
Enter 25 in the Max Capacity field.

Highlight the Max Capacity field.

Make both Apply Changes buttons clickable.

	86. 
	
	You have completed the View/Edit a Location topic; click Next to continue with the next topic.
	Use the plain background.


4.3.1.1 Programming Notes

Click Next to continue.
4.4 Lesson Summary

File name: resman13_l04_t04_010

4.4.1 Summary

4.4.1.1 Screen Text
Congratulations, you have just completed lesson 4, Managing Locations, of the Resource Manager course. 

During this lesson, you have learned to do the following:

· Add a location record
· View/Edit a location record

4.4.1.2 Programming Notes

Click Next to continue.

5.0 Managing Equipment
5.1 Lesson Introduction

5.1.1 Introduction

File name: resman13_l05_t01_010

5.1.1.1 Screen Text
As a Resource Manager you are responsible for managing equipment. Equipment refers to any reusable resource that is used in the delivery of Scheduled Offerings. Examples of equipment include overhead projectors, television monitors, and VCR players. Equipment can be associated with locations and facilities.
In this lesson you will learn how to:

· Add equipment
· View/Edit equipment
5.1.1.2 Graphic Description

Asset: Screen capture illustrating the Equipment screen which is accessible by selecting Resources and then Equipment from the left menu frame. This screen capture should “zoom out” from the Learning menu on the Resource Manager home page.

url: http://www.staging.aglearn.usda.gov/
login: masman
Password: Poiuytrewq1$
508: The Equipment search screen

5.1.1.3 Programming Notes

Click Next to continue.

5.2 Add Equipment
	Captivate Type: Guide Me

	Filename: resman13_l05_t02_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	87. 
	
	As a Resource Manager, you will be responsible for adding equipment.
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	88. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you will complete the following scenario which has you adding equipment to a location.
A new location, Training Room 1A, which was recently added to the 501Glebe facility has a large screen television. You have been tasked with adding that television as equipment in that location. (ID: OCIO-ARL-501GLEBE-TrainingRoom1A).
	Resource Manager home page

	89. 
	Select + Resources from the left menu frame.
	
	Items > Search

	90. 
	Select Equipment from the left menu frame.
	The Instructors Search screen is the default Resources screen.
	Instructors > Search

	91. 
	Select the Add New link.
	
	Equipment > Search

	92. 
	
	The first field you will complete is Equipment ID. When creating an equipment ID, you are encouraged to use the following convention:
AGENCY-CITY-FACILITY-Location-Equipment

Notice that OCIO-ARL-501GLEBE-TR1A-TV has already been entered in the Equipment ID field for you.

Click Continue.
	Equipment > Add New
Enter OCIO-ARL-501GLEBE-TR1A-TV in the Equipment ID field.

Highlight the Equipment ID field.

	93. 
	
	Since you know the equipment is being added to a location/facility in the OCIO domain, the equipment must also be assigned to the OCIO domain. Notice that OCIO has already been entered in the Domain field for you.

Click Continue.
	Equipment > Add New
Enter OCIO in the Domain field.

Highlight the Domain field.

	94. 
	
	Even though there are only two required fields for adding equipment, it is important to enter as much information as possible. Notice the serial number has already been entered for you.
Click Continue.
	Equipment > Add New
Enter XYZ-12345TV in the Serial Number field.

Highlight the Serial Number field.

	95. 
	Select TV (Television) from the Equipment Type drop-down list.
	
	Equipment > Add New

	96. 
	Select OCIO-ARL-501GLEBE-TrainingRoom1A from the Assigned Location drop-down list.
	Recall that the television is being assigned to the OCIO-ARL-501GLEBE-TrainingRoom1A location.
	Equipment > Add New

	97. 
	Select OCIO-ARL-501GLEBE from the Facility drop-down list.
	
	Equipment > Add New

	98. 
	Click Add.
	Now that most of the fields are completed to include both required fields, click the Add button to add the television to Training Room 1A.
	Equipment > Add New
Make both Add buttons clickable.

	99. 
	
	View the Summary tab displays the new location’s information.
Click Continue.
	Equipment > Search > Search Results > Edit Summary

	100. 
	
	You have completed the Add an Equipment Record topic; click Next to continue with the next topic.
	Use the plain background.


5.2.1.1 Programming Notes

Click Next to continue.

5.3 View/Edit Equipment
	Captivate Type: Guide Me

	Filename: resman13_l05_t03_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action/Prompt
	Additional Information
	Programmer Notes

	101. 
	
	As a Resource Manager you also have to view and/or edit equipment.
Click Continue.
	Begin with the Resource Manager home page screen.
Continue button should display as the first action of the captivate file with the additional information.

	102. 
	From the Resource Manager home page, select the Learning menu.
	For this topic you will use the following scenario to edit a piece of equipment.
You realized after having added the television to Training Room 1A that you forgot to enter a description for the piece of equipment. You need to access the television equipment (ID: OCIO-ARL-501GLEBE-TR1A-TV) and add a description). 
	Resource Manager home page.

	103. 
	Select + Resources from the left menu frame.
	
	Items > Search

	104. 
	Select Equipment from the left menu frame.
	The Instructors Search screen is the default Resources screen.
	Instructors > Search

	105. 
	
	The quickest way to find the equipment is by its ID as provided in the scenario. The Equipment ID field already contains OCIO-ARL-501GLEBE-TR1A-TV.
Click Continue. 
	Equipment > Search

	106. 
	Click Search.
	Click the Search button to find the piece of equipment.
	Equipment > Search

	107. 
	Click the Equipment ID edit icon corresponding to the appropriate piece of equipment. 
	In the search results, click the Equipment ID edit icon corresponding to the OCIO-ARL-501GLEBE-TR1A-TV.
	Equipment > Search

	108. 
	
	For the purpose of this scenario, Large Screen (42”) Television has already been entered in the Description field for you.
Click Continue.
	Equipment > Search > Search Results > Edit Summary
Enter Large Screen (42”) Television in the Description field.

Highlight the Description field.

	109. 
	Click Apply Changes.
	Click the Apply Changes button to save the description.
	Equipment > Search > Search Results > Edit Summary
Make both Apply Changes buttons clickable.

	110. 
	
	You have completed the View/Edit Equipment topic; click Next to continue with the next topic.
	Use the plain background.


5.3.1.1 Programming Notes

Click Next to continue.
5.4 Lesson Summary

File name: resman13_l05_t04_010

5.4.1 Summary

5.4.1.1 Screen Text
Congratulations, you have just completed lesson 5, Managing Equipment, of the Resource Manager course. 

During this lesson, you have learned to do the following:

· Add equipment
· View/Edit equipment

To allow you to check your progress and understanding of the content, the next screens will ask you to perform a series of tasks related to the course content.
5.4.1.2 Programming Notes

Click Next to begin the Knowledge Check.

6.0 Knowledge Check
6.1 Add an Instructor
	Captivate Type: Knowledge Check

	Filename: resman13_l06_t01_010
	Login: masman
	Password: Poiuytrewq1$

	Step
	Action
	Additional Information
	Programmer Notes

	111. 
	
	To assess your progress and comprehension of the material presented in this course, use this simulated Resource Manager environment to add an instructor.
You have just received a request to add Mary Maryland as an instructor who is in the OCIO domain and authorized to teach the classroom version of Emerging Technologies - Voice Over IP (ID: OCIO-ET-VOIP) in the Washington DC area.
Note: Complete fields in the order in which they are presented on a screen.
Click Continue.  
	Begin with the Resource Manager Welcome screen.

Continue button should display the first action of the captivate file.

	112. 
	From the Resource Manager home page, select the Learning menu.
	
	Resource Manager home page

1st incorrect:

Incorrect. Please try again.
2nd incorrect:

That is incorrect. To access Resources you must first select the Learning menu.
Click Continue.  

	113. 
	Select + Resources from the left menu frame.
	
	Items > Search

1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. You need to select Resources in order to access the different types of resources.

Click Continue.

	114. 
	Select the Add New link.
	
	Instructors > Search

1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Select the Add New link to add the instructor.
Click Continue.

	115. 
	
	For the purpose of this exercise, the first five primary fields have already been completed for you. 
Click Continue.
	Instructors > Add New



	116. 
	Select America/New York (Eastern Standard Time) from the Time Zone drop-down list.
	
	Instructors > Add New 

1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Select America/New York (Eastern Standard Time) from the Time Zone drop-down list 
Click Continue.

	117. 
	Enter mmaryland@usda.gov in the Email Address field.
	Notice that the remaining fields are already completed for you and that the default selection for the Active check box is appropriate for this scenario.
Click Continue.
	Instructors > Add New 



	118. 
	Click Add.
	
	Instructors > Add New
1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Click the Add button to save the information entered and to add the instructor.
Click Continue.

	119. 
	Click the Authorized to Teach tab.
	Recall from the scenario that you are authorizing Mary Maryland to teach Emerging Technologies - Voice Over IP (OCIO-ET-VOIP).

	Instructors > Search > Search Results > Edit Summary

1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. You can authorize an instructor to teach a course using the Authorized to Teach tab.

Click Continue.

	120. 
	Select the add one or more from list link.
	
	Instructors > Search > Search Results > Edit Authorized to Teach

1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Select the add one or more from list link to search for and select the appropriate item.
Click Continue.

	121. 
	
	For this scenario, Emerging Technologies - Voice Over IP has already been entered in the Item Title field.
Click Continue.
	Items > Search


	122. 
	Click Search.
	
	Items > Search
1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Since part of the item title was entered for you in the Item Title field, click the Search button to search for and select the item.
Click Continue.

	123. 
	Click Yes.
	
	Items > Search
1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Click the Yes button to continue through the alert.

Click Continue.

	124. 
	Select the Add check box corresponding to the Emerging Technologies - Voice Over IP course.
	
	Items > Search Results
1st incorrect:

Incorrect. Please try again.

2nd incorrect:

That is incorrect. Select the Add check box corresponding to the Emerging Technologies - Voice Over IP course.

Click Continue.

	125. 
	Click Add.
	
	Instructors > Search > Search Results > Edit Authorized to Teach
Correct:

Congratulations! You have successfully completed the steps required to Add an Instructor. 

Click Next to continue with the Course Summary.

1st incorrect: 

Incorrect. Please try again.

2nd incorrect. 

That is incorrect. Click the Add button to add the course to the instructor’s list of authorized items.
You were unable to successfully the Add an Instructor task. You should review the content of this course before continuing.

Click Next to continue with the Course Summary or Try again for another attempt at completing the Knowledge Check.  


6.1.1.1 Programming Notes

Click Next to continue.

7.0 Course Summary

7.1 Summary

File name: resman13_l07_t01_010
7.1.1 In Conclusion

7.1.1.1 Screen Text
The Resource Manager course provided you with the opportunity to perform tasks related to the Resource Manager role. You were introduced to add and editing resources through the Learning menu.
During this course you learned the following:

· Manage instructors
· Add instructors

· View/Edit instructors

· Manage facilities

· Add facilities

· View/Edit facilities

· Manage locations

· Add locations

· View/Edit locations

· Manage equipment

· Add equipment

· View/Edit equipment

7.1.1.2 Programmer Notes
Add a Continue button in the text screen. 

Continue button records course completion and takes users to the final screen.

Remove the Next button.

Prompt: Click Continue to proceed.

7.1.2 Course Conclusion

File name: resman13_l07_t01_020
7.1.2.1 Screen Text
Congratulations! You have successfully completed this course. Your course completion has been recorded in your AgLearn Learning History.

Please click Exit and check your AgLearn Learning History to confirm the completion and, if you wish, print a certificate.

7.1.2.2 Programmer Notes

Remove the Next button.

Prompt: Click Exit to complete this course.









	[image: image1.jpg]
	ADAYANA Government Group
7389 Lee Highway, Suite 301
Falls Church, VA 22042
POC: Marian Reifer (703) 564-7144
mreifer@adayana.com

	
	


Proprietary and Confidential

PAGE  
Final v1.0
Page i 


[image: image2.jpg]


