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What This Guide Will Cover

Training Assignment Structure

2 Creating groups

Creating online, classroom, and self-study courses

4 Creating learning paths
5  Assigning learning paths to groups
6  Adding Learners to the LMS

Other things to know as a new learner
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1. Training Assignment Structure

User User attributes are characteristics that distinguish users from
ANaddlllids each other within a company, such as location and job role

A group is a set of users that share the same user attributes

A learning pathis assigned to a group and comprises a defined
curriculum of related training courses that have been added to the LMS

Courses are assigned to learning paths and
Courses include online, classroom, and self-study
courses that you create and upload to the LMS

Good to know!

A user's learning path with assigned
training courses is dependent upon
which group they are in, and which
group they are in is dependent upon
the user attributes assigned to that user.



2. Creating Groups

A group is a set of learners that share the same
user attributes, such as country, state, employee
status, or job role. During organization setup,
you'll create several groups to define the
various sets of employees in your company.
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To create a new group

= LEARMNERS GROUPS MANAGE ACCESS

SEARCH GROUPS > ADD A GROUP

ADD GROUP

Basic Information

Company ¥

Attributes used for Automatic Assignments/Membership

ATTRIBUTE SELECTED ANY VALUE ORSELECT SPECIFIC WALUE(S)

D Specific Value(s)

COLORS x Blue x Yellow ~
Any Value

DEPARTMENT e

AN

-ANCEL

SAVE

1.0pen the Administrative Dashboard

2.From the Learners sidetab, select
Groups in the upper menu

3.0n the dropdown that appears,
select Add Group
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To create a new group

Company X
| 4. On the Manage Groups page that

Leaing Pathc0 appears, enter group information that
LEARMING PATHS applies

Basic Information

5. Select Save

Company X

= Jamila Johnsan

Attributes used for Automatic Assignments/Membership

v
ATTRIBUTE SELECTEDANYVALUE  ORSELECT SPECIFIC VALUE(S) This  ANDEThat
CLAULAL U U
COLORS O Specific Valuels) | e -y
DEPARTMENT O Specific Value(s) « Development = IT ‘v
Any Value Mhis@RATh
SEASON This @RAThat ™

CANCEL SAVE



To create a new group

~a LEARMERS
GROUPS > SEARCH GROUPS

GROUPS

MAMNAGE ACCESS

ORGANIZATIONS
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SEARCH GROUPS
6.The Manage Groups page SEARCH BY GROUP RAME Q @ﬁDDEGmUP
reappears and displays the e e T
new group in the list.
G'Ri:UPMlME “r LEARMING PATHS ?], LEARNERS ;
Repeat this process for each I . .
group that you want to create. . : -
Company Y 0 0
Green Groun 3 2
Group 1 2 2
For more in-depth information
Group2 0 1

about creating groups, check out:

e How is training structured in the L MS?
e How is training assigned in the L MS?
e Managing_Learner Groups
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https://help.knowledgeanywhere.com/how-is-training-structured-in-the-lms
https://knowany.zendesk.com/hc/en-us/articles/4409204232215-How-is-training-structured-in-the-LMS-
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https://help.knowledgeanywhere.com/managing-learner-groups-and-assigning-learning-paths-to-groups

Learn how to create a SCORM-compliant
online course for anywhere-anytime learning

JUMP TO LEARNING PATH ]

= FILTER BY:

Assignments
P R

Course type

Progress & Status

Course Duration

\Y

WORK ACTIVIT

PAY Y COMPLETED DIRECTED LEARNING
/1 rEauiRes

Y
IMINATION FOR

ANTI-HARASSMENT FOR
EVERYONE

ONLINE
dek ki 45

DOCUMENT

* %3 45

C 1h 1hr L OOM
pLbY | compLeren COMPLIANCE TRAINING
ELECTIVE
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To create an online course
?) (&)
COURSES
’
1.0pen the Administrative Dashboard — [ o N

2.Select Courses in the sidebar menu = FILTERS

L

= tester

3, From the Courses page' SeLeCt Add Ml COURSENAME > COURSETYPE > STATUS LEARNING PATHS & CREDITS ACTIVECONTENT SCORMLANGUAGES cowcouni

Course & questions elearning Active 1] 1 en-us LD
during
i
4.Choose the type of course you wantto @ -
& questions at elearning Active o 1 enus |D

create e theena

& jab test elearning Active 0 |_|j
y In a Life of About
@ Da n_ eLearning Active ——— - . 2 1 enus D
an Engineer Company,Creativity,LuLearningPath
Hawaiin Course
(9') = : elearning Acthve reproLP 0 1 enwus ID




To create an online course

4. Enter all necessary course
details, select Save & Continue.

(2][a]
@ MANAGE CONTENT CREATE CONTENT ORGANIZE CONTENT CONTENT ADD-ONS
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To create an online course

6. On the Upload SCORM Files page

. i > Back to Courses > Course Details > Content

that appears, enter SCORM zip file Upload SCORM FIes 1y oo
. . or
information. < Besciclion

‘-_' Active True
7. Select Save. | il | e required. SCORM Files

o AR [Test Microorganisms |

(EUTIENTEEY | English ten-us) v
8. After the LMS successfully uploads | zip e | T |
. . i - A c
the SCO R M ﬂ le’ SeleCt LaunCh |f Maximum recommended course size is 200 MB. [FNEER IF
'd i i ' han* ired.
you d l'l ke to preVIeW the ne\X/ on !'l ne rafigda.‘:?e!r;egﬁgﬁan to Microorganisms in the Food Industry with File Label Test Microorganisms to Course Test Course 1
course on the Administrative side Upload SCORM Files

Maximum recommended course size is 200 MB. -cm m
Maximum course size is Boo MB.

Manage SCORM Files

Active File Label Date Uploaded File Size
® Test Microorganisms 3/13/2023 111MB [ Downioad |

10



To create an online course

9. Preview the new online course by
selecting Launch.

10. On the Courses page, the new online
course that you just created appears
in the list.

For more in-depth information about
creating an online course, check out:

e How do | create a course?

e What is a SCORM file?

e How many courses can | have on
my LMS?

e How do | preview an online
course before making_it public?

N

L]

5

) (] (B] E]
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=  Introduction to Micreorganisms in the Food Industry NAVIGATION HELP

A8 1EH | Academy

| File Label Microorganism to Course Test Course 1

Introduction to Microorganisms in the
Food Industry

Gene Bartholomew, Ph.D.

T

—_—

I

‘.

X

N

COURSES

Trammg Type Active Learning Path Name  Course Name / Description
V| |HCt'u'E' v| |ﬁ«'.l V[ | |

Filters

Type Course Name Description Credits/CEUs Act

- Test Course 1

Safety

J:;::ountamuty Safety Accountability For Employees

Employees

11


https://help.knowledgeanywhere.com/how-do-i-add/manage-a-course
https://knowany.zendesk.com/hc/en-us/articles/4409156788759-How-do-I-create-a-new-online-course-
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https://help.knowledgeanywhere.com/how-many-courses-can-i-have-on-my-lms
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https://help.knowledgeanywhere.com/how-many-courses-can-i-have-on-my-lms
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https://help.knowledgeanywhere.com/how-do-i-preview-an-online-course-before-making-it-public

Learn how to create a classroom course
for in-person instructor-led learning




To create a classroom course

1.0pen the Administrative Dashboard
2.From the Content sidetab, select Courses
3.From the Courses page, select Add New

Office Safety

¥,

a

=¥ anywhere

ﬁ COURSES
o
-7
— Filters Training Type Active L earning Path Name  Course Name / Description
[All v| [Active v| [Al v | |
*e
Y e . . .
URL  Type Course Name Description Credits/CEUs Active Learning Path
P . Test Policy : .
Link E Course Please review and acknowledge policies.
1]
S Safety
Link E i.g;:ountabmw Safety Accountability For Employees
><] Employees
Scormify
" EETO: ij}w Scormifv makes it easv to auickly transform vour trainina video cont

s Knowledge
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To create a classroom course

4. In the upper and lower sections of the Course
Details page that appears, enter course details.

Back to Courses > Course Details

Fields marked with an * are required.

Add/Update Course

5. Select Save or Save & Continue (If you want to | |
Type |EXEL] ~

upload documents with the Classroom). Admin Title _
| Self Study |

Duration (minutes) [ |

Creciits/CEUs [P |

Localization = en-us® Feedback |~ [eENE Ratings O Linkedin Share

~| O Regquired for
Certificate

Mo Certificate

Learner Title Classroom Test 1

RENEE @None O Date | Renew every: |1 v|[vears w| Mext
renewal:

Description

Charact 0

ancet | 522 | savos cominue

14



To create a classroom course

6. The Courses page reappears and
displays the new classroom course
at the top of the list. To add a course
offering to the new classroom
course, select Offerings.

7. On the Course Offerings page that
appears, select Add New.

) Knowledge
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MAMAGE CONTENT ORGANIZE CONTENT COMNTENT ADD-ONS

SES

L Y corscouse X conten o | nenowrw

Training Type Active Learning Path Name  Course Mame / Description

[l v] [Active ~| [all ~
Type Course Name Description Credits/CEUs Active Learning Path SCORM Languages
Classroom
2 £ 2D
Test Course 1 en-us Ea
|,:"‘| MANAGE COMTENT ORGANIZE CONTENT COMTENT ADD-OMS
@' OFFERINGS
Back to Courses > Course Detfails > Content
et
— Update Offerings For Classroom Test 1
Description
-
.; Active True

M&w
e Location Offering Status Date From Date To
| = = | = = l | | |

15



To create a classroom course

8. On the Add/Update Course Offering
page that appears, enter classroom
course offering information.

0. Select Save. The Course Offerings
page reappears with the offering you
just added in the list. Select Add New to
add another course offering, if desired.

Back to Courses > Course Details > Content

Fields marked with an * are required.

) Knowledge
= anywhere

Add/Update Course Offering
. o
= .
SR e 1P.130PM)
'
SIESHEAITS e 1P 130PM)
Tive 3one [ United States v|
| Pacific Time hd |
Last Enrollment Date )
Instructor [ Luke Dalton |
Location [ seattle Office - Seattle. Washington ~|

Webinar Type [ select Webinar Type

\Webinar URL |

Max Seats 40

Min. Seats |20

Cancel Offering

Offering Status

Internal Cost |

|

' Update Offerings For Classroom Test 1
Description
3; Active True
|_| Filters Location Offering Status Date From Date To
|A'.l b | |F~.l hd| | | |
'

Start Date Instructor Status Min, Seats

Seattle Office 4/19/2023 Luke Dalton Open 20

~ [

Enrolled Seats Max Seats

) 40 [ Ecit | Delate

16
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To create a classroom course

10 Back on the Course Detalls page' note ;ﬂj | M:\:oecc.vzmlmu-wn-EM ORGANIZE COMTENT CONTENT ADD-ONS “
that your new classroom course now o Fesaedon|
indicates that there is a course offering Ll et e (OSSO Revewove v s Nedenout
Due Date: ERUGHE ODate | OSet Time Period v
‘:' Registrar Course Control |aese v
=
|
§| Learner Title
For more in-depth information about . ey
creating a classroom course, check out: |
e How do | create a classroom course?
e How do | add locations for classroom Oterings [T
courses? : EaeaEEs

e How do | use an L MS classroom
course to host a webinar?

17
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https://help.knowledgeanywhere.com/how-do-i-add-locations-for-classroom-courses
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Learn how to create a self-study course from
documents that you upload to the LMS

WELCOME TO OUR NEW LEARNING SYSTEM!

We're excited to unveil our new training platform,
robust with valuable content.

Our main geal is for your training to run smeothly, while

teaching

you new skills and allowing you to excel in your professional
COMP 1053 ASSISTANT MANAGER
OMBOARDING CHECKLIST

lopment. You

devel urses should get you up to speed on your

ase your competency level

> sure you complete all mandatory training before your

assigned due date. Explore the features of this system using this

or reach out to our support team with ONLINE . Duration 1hr
* Ak k45 Credits/CEUs: 5
questions or problems you may encounter
RE LEARMING PATHS FIEW ALL {24 MESSAGES WIEW ALL (14}

DIRECTED LEARNINGD COMPLIAHGE ONBOARDING m

iy REGUIRED ELECTIVE /1 REGUIRED ELECTIVE

Dec 11, 2021 Mew

100% 50%

Nov 1. 2021 Remin

VIEW DETAILS VIEW DETAILS VIEW DETAILS WIEW DETAILS Kt K to jump t
2 COMPLETED 2 COMPLETED 2 COMPLETED A COMPLETED
B & ROT STARTED B o NOTSTARTED B z MOT STARTED B 4 NOT STARTED
Oct 25, 2021 Trick or treat! Gel ext
SCG - PRODUCT COMPLIANCE Sl e
KNOWLEDGE TRAINING KEYSTOME SCORING ADDITIONAL COURSES
/i, REGUIRED ELECTIVE /i REGUmRED ELECTIVE
Sep17. 2021 Reminder
COME COMPLETED o :
e Sep 3, 2021 New
—= fozea) been added t
WIEW DETAILS VIEW DETAILS VIEW DETAILS WIEW DETAILS 18
1 COMPLETED 2 COMPLETED 2 COMPLETED 4 COMPLETED

| T e

TARTED B HOT STARTED B 2 MOT STARTED B o HOT STARTED



To create a self-study course

Part 1: Upload self-study documents

1.0pen the Administrative Dashboard
2.From the Content tab, Hover over
Manage Content and select
Documents in the dropdown menu
3.From the Documents page, select
Upload New Document
4.0n the Upload New Document page

that appears, enter a title and file name,

and then select Browse for file to
browse for the document on your
computer that you wish to upload
5.Select Save to save the document to
the LMS. Repeat for all self-study
documents that you want to upload.
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“
)

LINKEDIM L vl

OURSE COMM
;; NER
il —

m Test Course 1

4% Knowledge
= anywhere -
1) DOCUMENTS

Upload New Document (Max 2o0ME)

Fields marked with an * are required

BADGES

Browse for file

ey

s Knowledge

=/ anywhere
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To create a self-study course

Part 2: Create the self-study course

1.0pen the Administrative Dashboard
2.From the Content tab, select Courses in the sidebar menu
3.From the Courses page, select Add New

& COURSES
-~

Training Type Active L earning Path Name  Course Name / Description
[All v| [Active v| [Al v | |

Credits/CEUs Active Learning Path

Test Policy
Course

Please review and acknowledge policies.

Safety

Link E i.é:;:ountability Safety Accountability For Employees Office Safety

Employees

Scormify

n EETO' ij}w Scormify makes it easy to auickly transform vour training video cont

20



To create a self-study course

4.In the upper and lower sections of the Course
Details page that appears, enter course details.

5. Select Save

Add/Update Course

s Knowledge

e,
= anywhere

burse Control |REE

Localization

Learner Title Test study

=
L]

m
1=
0]

-

ES

iil
L]

1l
4

®, x°

III
4
?Q'-

Type |EEENEN

Description

PY WY | Test Study

ration (minutes) B

Credits/CEUs [000

[Fe=h = F Comments

Ratings

LI TRELINT 21 idle

M
Survey [pee

~]

CJRequired for

Certifcae

Mo Certificate

Certificate

Tags |

Friendly URL | ISR

Featured On ||

Active

penewal Interval [CINHTS ODate |

Renew every: 1>

Due Date JCINEHE ODate |

O Set Time Period

| [ Misrine ~  Next renewal

N

w
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To create a self-study course

6. The Courses page reappears with the
new self-study course at the top of the
list. Select Documents next to the

new self-study course.

7. On the Add New Documents page

that appears, select inside the
Documents dropdown box

=7
COURSES

. Training Type Active Learning Path Name  Course Name / Description
Filters N prre v

Knowledge

=/ anywhere

URL  Type Course Name Description Credits/CEUs Active Leaming Path SCORM Languages

(Y Test Study
280 Classroom

Test1

Test Course 1

Safety

.:g;:ountabilily Safety Accountability For Employees Office Safety
Employees
Scormify
.?5%?}:—‘:%“& Sco;mif"y makes it easy to quickly transfgrm your training video cont o

mm R ent into a SCORM compliant course, which you can upload into any Additional Gu

COURSES

Back to Courses » Course Details > Content
Attach Documents To Test Study
Description
Active True

- B Mark course completed after documents downloaded

e e |
Corove Je )
s (T D |

e |

22



To create a self-study course

8. A dropdown list of previously D> @) | wwssconron
uploaded documents appears. Select #&| courses

the document you want to associate | BackioCourses > Courss Details » Content

with the self-study course. B

Note: You can select multiple files i

from the list. You can also select Add :

New to upload a new document. =

0. Select Save +

-

#A| COURSES

Back to Courses > Course Detgils > Content

Attach Documents Te  Test Study

Description
Ly ] Active True
- b
IlII ~ultural D _-'_!__ n the Workplad =
Mark course completed after documents downloaded
=
i
i)

:7) Knowledge

=7 anywhere
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To create a self-study course
10. The Courses page reappears with the For more in-depth information about
new self-study course at the top of the list creating a self-study course, check out:
How do | create a self study course?
=] L
MAMAGE CONTENT ORGANIZE CONTENT CONTENT ADD-ONS
COURSES
. | . - Iy
. Training Type Active Learning Path Name  Course Name / Description
I v] [Actve v] [AU vl | |
-y
‘o URL Type Course Name Description Credits/CEUs Active Learning Path SCORM Languages
— A Test Stuy |
|
L ady G |
mt Test Course 1 en-us l
. S_afeb,r -

s Knowledge

24
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4. Creating
Learning Paths

A Learning Path is a defined curriculum that contains a set of
related training courses that have been added to the LMS
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To create a learning path

o -
@ _ £
‘ MAMNAGE CONTENT ORGANIZI Ci‘j“‘.? ONTENT ADD-ONS
ﬁ MNING PATHS
1. Open the Administrative Dashboard

E

2. From the Content tab, hover over Organize a2 Gasseon Forerce Rz

Content in the top menu = S |
ﬁ ':';,muma'b'm'f Safety Accountability For Employees Office Safety i [can |

Employees
3. From the Learning path page, select Add @ B P

New
ﬁ' LEARMING PATHS

A
_."::cess by C-rm:-'ps Leaming Path Mame / Description m
22 .
Learning Path MName
Additional Guides en-us E [ Detete |
h-l-l- Getting Started Guides en-us m
Office Safety en-us ED
= Customer Service en-us En Delote
Compliance Training en-us [ it | Dl

26



To create a learning path

4. On the Add/Update Learning path
page that appears, enter a learning path
name and a

description and then select Save

5. On the Course Set page that
reappears, the new learning path
appears in the list. To assign courses
to the learning path, select Assign
Courses

6. On the Assign Courses page that
appears, select Add/Remove Courses

R VR TTE L o T P

Fields marked with an " are required.
Add/Update Learning Path

) Knowledge
=/ anywhere

IE=ETH TS RTINS | Test Leaming Path

Friendly URL | NIt G R

Reference ID |

LEARNING PATHS

Assign Courses For

WETnT e =GN R TEY Test Learning Path
Description

Add # Remowe Courses i Sort Courses Alphabetically Click and draqg to recrder courses

‘ No data folind. Please try again.

27



= MANAGE COMTENT

LEARNING PATHS

Learning Path Narme RESSEEERTE|

Add £ Remaove Courses:

Ma data found. Please try AN,

,-‘!\

LEARNING PATHS

As:
Learning Path Marne RIZASTETTY|

Mo data found. Please bry again

To create a learning path

E3 ED
b

(P
iy
e,

7. On the Add/Remove Course Set
Courses modal that appears, select
the Choose Course dropdown
arrow, scroll to the course you want
to add, and then select the course

8. The selected course appears in
the Course Name list

Knowledge

anywhere

28



To create a learning path

9. Repeat this process for each course you
want to add to the learning path and then
select Save

10. The Assign Courses page reappears and
displays the list of courses added to the
new learning path

For more in-depth information about
creating a learning path, checkout:

e How do | manage a learning_path, and add
courses to it?

e Managing Learner Groups and Assigning
Learning_Paths to Groups

e How do | use the Directed | earning feature
to assign a course to an individual learner
instead of a learning_path?

:7) Knowledge
=/ anywhere

E] MANAGE CONTENT ORGANIZE CONTENT
LEARNING PATHS

Assign Courses For

Learning Path Name QESIEERTT T

Add £ Rermove Courses Il Sort Courses Alphabetically | Click and drag to recrder courses

Course Name Description

In this self-study course you will leam about the importance of givin
[ Cultural Diversity in the Workplace g and receiving rezpect in a work environment that is culturally dive
rse, how to ensure you are inclusive. how to avoid discrimination, an
e e gy et ey S ety ey e

§ Test Study
B Classroom Test 1
Handling tough customers can be challenging for sales and custom

er senvice reps alike. Leamn how to appropriately handle them. Disco
vering their unmet need is the key to lumning this tough customer int

§ How to Handle Tough Customers Assign Provaquishos

What exactly dees it take to have a good conversation that would b
e considered good senvice? How do we deal with others with good
customer service? Greal customer conversations can be achieved

more)

f Creating Great Customer Conversations

29
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5. Assigning Learning ’ Y
Paths to Groups | 0l

Learning paths are assigned to groups. This ensures
that all members of a group are assigned the same
training curriculum they need to master a competency.




<4

To assign a learning path to a group

MANAGE GROUPS

All Users

Click and drag to recrder Courses

ﬁ Group Name

Has Image?
as Image
= m

s Knowledge

=/ anywhere

1.0pen the Administrative Dashboard

2. From the Users section, select Search
Groups in the top menu under Groups

3.From the Manage Groups page that
appears, enter the name of the group to
which you want to assign a learning
path, and then select Search

4.Next to the selected group that
appears, select Assign Learning Paths

31
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To assign a learning path to a group

- @ CSRPRRrY
5. On the Assign Group Course Sets R rr e th for Calkom
modal that appears, select the Choose #| MANAGE GROUPS | =
a Course Set dropdown arrow, scroll to - JEEL el
. ) Filters Group Name
learning path that you want to assign, | | . -
and then select the learning path o
ll". i AllUsers m m
vt California
6. The selected learning path now
appears in the Course Set Name list e . FASLA .
i Group Name »
GmupName Image .
E‘ All Users
. California o : =
= 5 —
& Canadian Users E3 ED

32
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To assign a learning path to a group

Assign Group Learning Paths x

Select Learning Paths for California

7. To make courses within the learning path . .
reqUired' SeleCt the ReqUired CheCk bOX e £ Click and drag to reorder | —-|d Ft—:_hlllpll up
# Clickanddraglor Learning Path Name Required g‘;gﬁ;ﬁ Range
8. Repeat these steps for all learning paths > | From
i - - -
that you want to assign to the selected - o E Compliance Training :T_
group, and then select Save ]

E Customer Service % Remove

Users m

33
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To assign a learning path to a group

9. All users who are members of the For more in-depth information about assigning
selected group have now been assigned to a learning path to a group, check out:

the learnings paths assigned to this group How do | assign a learning_path to a group?

[1:. LEARMERS GROUPS

ﬁ“‘ LEARNER TRANSCRIPT

2|
Z] | sonsuton

#= Badges Earned - o

= Additional Guides - Not Started

® Compliance Training - Incomplete

hﬂ I @ Customer Service - Incomplete
_ w Getting Started Guides - Not Started
PIQ. m Office Safety - Not Started
o # External Completions - Completed
i
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6. Adding Categories to
Learning Paths

Categories are a subsection of learning paths that can
help organize your courses even further




Adding Categories to learning paths

1. Contact your Knowledge Anywhere Sales
Rep or Customer Support to get Categories
enabled in the Site Personalization settings

»
Cr

2. In the content tab under Organize Content,

select Categories 2 :
n n H |!l|
3. Select "add new and give your category a a0 Gissoom TetLeaming
name and optional description = B
NIEIE
|:‘ Co MNIZE CON MNTEM

A | CATEGORIES

AddNr&v

Access by Groups Category Name / Description

Filters v | [ scorcn

LN |
- .
Mo data found. Please try again

i
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Adding Categories to learning paths

4. Go back to the Learning Paths ' @ LEARNING PATHS
SeCtlon and edlt the Learnlng - Fields marked with an * are required
Path you want to set the category =/ == Add/Update Leaming Path

Learning Path Name | b ] -

for. You'll see a "Category Name'

Reference ID | / |
Category Name ([ test categor

st category X

option at the bottom ‘E T B i U@ A £ =-i= x, xi =
) A

5. The Category will now be 1S

visible to the learner, along with a —

Narrow by Category option (-]

being ViSible 1 n Friendly URL [TPEL—'.F.'F.rrlnc_:-Dat': A
L
/|



Adding Categories to learning paths

6. The Category will now be
visible to the learner, along with a
Narrow by Category option
being visible. Your learners can
now further parse down to the
courses they'd want to take.

‘ JUMP TO LEARNING PATH ¥

COMPLETED

‘ NARROW BY CATEGORY ¥

FILTER BY:
ASSIGNMENT TYPE

COURSE TYPE

CEASSROOM TEST 1
COURSE STATUS

MOT ENROLLED

COURSE DURATION

COURSE CREDITS

CLEAR FILTERS

CREATING GREAT CUSTOMER

CONVERSATIONS
NOT ENROLLED

TEST STUDY

NOT STARTED

CULTURAL DIVERSITY INTHE
WORKPLACE

MOT STARTED

SELF STUDY

Elective
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When users are added to the LMS, they are
automatically assigned to a group based on the user
attributes that are entered on the user's profile page

DooeEe
_F:'!HHHHL ik

LU LT
| boooenp
~!HBHHHHH
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:7) Knowledge

=7 anywhere

To add a new user

22 LEARNERS GROUFPS MANAGE ACCESS ORGANIZATIONS

ARCH | EABNERS = ADD LEARMER

I 1.0pen the Administrative Dashboard
Basic Custom
From the Learners tab, select Add
Learner to the right the search section

Arthur ' Miller

o LS | e s v 2.0n the User Profile page that appears,

Arthur_M@ECompanyQ.com

= enter user data and attributes.

-

3.Select Save

f Password

-----------

=4
<]
Organization

B

NIZATION &l e

FYOUR CORMPANY I5 HOT LISTED:
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Helpful tips and resources as you get started with your LMS




Knowledge

anywhere

Helpful Tips

e Administrators have two views of the LMS: an Administrative
view and a Learner view. The Admin view is accessed by
entering the domain of your LMS and adding /admin
(e.g.www.yourcompany.knowledgeanywhere.com/admin)

e From Admin view, administrators can create courses, learning
paths, surveys, and group messages,; add users; view and
download reports; and more.

e Learners do not have access to Admin view. In Learner view,
learners can preview courses, take and register for courses,
view transcripts and certificates earned, and more.

e Administrators are eligible for first-tier support through our
Help Center. To submit a support request, select Support
Center in the footer of any LMS page while in Admin view.

e Select the Forgot your password? link on the login page if you
need to reset your password.
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) Knowledge

=/ anywhere

Helpful Resources

Video Tutorials

http://www.knowledgeanywhere.com/resources/videos

Help Center

https://help.knowledgeanywhere.com/

Articles + Guides

http://www.knowledgeanywhere.com/resources
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