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EMPLOYEE SERVICES

Skillsoft Administration: Step-by-Step Guide

Managing ILT Courses and Sessions

As a Skillsoft administrator, you can manage instructor led training (ILT) courses. This includes scheduling
training, setting up self-enroliment, managing session rosters, and tracking training completions. After a
session of a course has been delivered, you must enter results, and mark the session complete.

Once a session is marked complete, the employee training record in PeopleSoft Human Capital Management
(HCM) is updated. Some ILTs are required for students. Student completions are updated in CU Student
Integrated Systems (CU-SIS).

This document describes several tasks for managing ILT courses and sessions in Skillsoft.
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HCM Step-by-Step Guide

Understanding the Purpose of Managing ILT Courses

The overall goal of managing ILT courses, as described in this guide, is to correctly record a learner’s
completion of a course. Course completions are recorded in HCM and/or CU-SIS. These systems of record
receive course completion information through an overnight process from Skillsoft. The diagram below
illustrates the tasks (in boxes) that Skillsoft requires to accurately capture and deliver course completion data.

Request New Skillsoft
ILT Course Course Administrator
f — e — a —
— — | Course Cudej Enrolled

mEeas———— Learner

VE:bform
=

Create Session p= ---;‘!\------- Enroliment Status: Pending Session

Confirm Session*

A

-------“‘-\g--- Enrollment Status: Enrolled or Waitlist

Deliver Course Session

o =

ELD Creates Course

Enter Results

Complete Session™*

S—

*Skillsoft only reports completion data for sessions that have been confirmed and completed.

While this guide describes several tasks that Skillsoft Course Administrators can perform, this diagram
emphasizes those tasks that ensure accurate course completion data in the system of record:

o Request New ILT Course (ELD must create courses before you can manage them in Skillsoft)

e Create Session

e Confirm Session

e Enter Results

e Complete Session
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HCM Step-by-Step Guide
Requesting a New ILT Course

The process of creating a new ILT course involves multiple systems and must be performed in a specific order.
ELD creates new ILT courses in HCM, CU-SIS (if applicable), and Skillsoft. Courses must be created in HCM
before they are created in Skillsoft so the records of completion can be created correctly. Campus ILT course
administrators can request a new ILT course, which ELD will process.

To request a new ILT course:

1. Go to the Skillsoft Administrators Training Website located at https://www.cu.edu/employee-
services/career-advancement-learning/learning/skillsoft/skillsoft-administrators-training.

2. Click Request a New ILT Course. An online form appears.
3. Enter details about the course and click Preview.
4. When you are satisfied with the form, click Submit.

ELD receives your request and uses the information you provide to create your course in HCM, CU-SIS (if
applicable), and Skillsoft. Because HCM assigns the unique course ID, courses must be created in HCM first.
Without the HCM course ID, your course sessions will not report completion information to the learner’s record.
The same applies to CU-SIS for students.

In addition, ELD adds your course to the appropriate campus and category folder in Skillsoft, so learners
(employees or students) can locate and enroll in course sessions.

ELD authorizes your Admin security access in Skillsoft, which lets you manage sessions. You are responsible
for setting up the first session, as described later in this guide.

Accessing the Admin Home Page

After ELD creates the course in HCM and Skillsoft, you can manage the course and its sessions. Most tasks
require you to navigate to the Admin Home page first. To access the Admin Home Page, click Admin under
Quick Links in the left hand menu in Skillsoft.

Quick Links

& Instructor Led Training v
=] Learning Transcript

<3 Support v

&  Discover Skillsoft

4  Admin

Skillsoft displays your Admin Home page in the same window.
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HCM Step-by-Step Guide
Locating an ILT Course

To locate your course on the Admin Home page:

1. From the Content menu, pointto ILT and click Course and Session Manager. The ILT Dashboard
appears.

Sk:lfls\ff

Admin Home Users & Groups i Configuration

Skillsoft Publisher

Upload Passive Content

What do you want to d| ‘b

Learning Programs

Click an item below to quickly access con| LT b | Course and Session Manager  the tabs above.
Keywords Resource Manager
Users & Groups Evaluations Batch Add

2. Click the Course Manager tab. A list of all ILT courses in Skillsoft appears.
3. Click Change.

ILT Dashboard Course Manager %

Courses : [T NN

'—__.+'. Mew Course -<

ID
it 2100932 0001

The Select 1 or more Courses window appears:

Select 1 or more Courses

Course ID | | Course Administrators [—Any— V]
Course Title | ] Content Language |--Any-- M
Facility [-Any— > [“IInclude Deactivated :'S;a,'gh
Title « ‘ Course ID Content... Facility Course Ad... _
; Budgeti: A... ilt_a20140 English (U... Williamson,... - -
) Budget?: Pl ilt_a20141 English (U... Williamson,... Uiis |Course ID_ Content... Faciity  Course Ad.
; Budget3: N... ilt_a20142 English (U... Williamson,...
g CTSA1: Co... ilt_a20012 English (U... Gregory, Lu.. Add
; CTSA10: Re... ilt_a20021 English (U... Williamson,... a
E CTSA11: Re... ilt_a20022 English (U... Williamson,...
; CTSA12: Cli... ilt_a20023 English (U... CU Ansch... Williamson,...
; CTSA13: Cli... ilt_a20024 English (U... CU Ansch... Williamson,...
; CTSA14: Cli... ilt_a20025 English (U... CU Ansch... Williamson,...
S CTSA18: Pr... ilt_a20029 English (U... Williamson,...

Il CTSA2: Info...ilt a20013 E (U...CU Ansch... Sneddon. C...~
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HCM Step-by-Step Guide
In the Course ID box, type the ID of your course. Be sure to include “ilt_". For example, ilt_a10072. You
could also type the Course Title, but using the ID is the most accurate way to find your course.
Click Search. Search Results appear in the box on the left.
From the Search Results, click the course that you want to manage so it appears highlighted.
Click the Add arrow to move your selection to the Selected Courses box on the right. Repeat these
steps to add multiple courses.

Select 1 or more Courses

Course ID ilt_al0072 Course Administrators --Any-- -
Course Title Content Language --Any-- -
Facility —Any— - Vinclude Deactivated | gearen
Course View | Search Results Selected Courses
g CU Boulder... ilt_A10072 English (... Bankston, ... . -
Title « |C0urse ID Content.. Facility Course Ad...
g CU Boulder... ilt_A10072 English (.. Bankston, ..

Add

%

0K ] Cancel ]

Click OK. Skillsoft returns you to Course Manager with only the selected courses listed. This listing will
remain until you change the settings, reset the listing, or end your session in Skillsoft. If you want to
reset the listing, click All Courses (to the right of Change).

Note: This procedure is similar when working with sessions. You would use the Session Manager tab rather

than the Course Manager tab to select sessions instead of courses.

Editing a Course

To edit information about a course, such as the description, the administrators, or the enroliment settings:

1.

2
3.
4

From the Content menu, point to ILT and click Course and Session Manager.
Click Course Manager.

Locate your course as described in the previous procedure.

From Course Manager, click the course ID. Course Information appears.

T4 Edit

Click Edit. The Edit Course window appears.
Edit the Course Information or Administration settings from the appropriate tab.

Click Save & Exit. The system prompts you to send an email. In most cases, click Don’t Send. If you do
click Send, it will send an email to enrolled learners and other defined administrators.
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HCM Step-by-Step Guide
Creating a Session

After ELD creates your course in Skillsoft, you can create sessions for the course. A session is an instance of a
course that occurs on a specific date, at a specific time and location (facility and classroom). A session
includes an instructor and students.

Note: After you create the first session of a course (0001), you can copy it to create any additional sessions.

Important: Skillsoft automatically assigns a session ID (for example, ilt_A10072-0005) by default. Do not edit
the default session ID. Sessions should be in a consecutive numerical format: 0001, 0002, and so on.

Before you get started make sure you have:
e Location of the session (campus, building, room)

e Schedule details for each session (date, time)

o Capacity (how many people can attend) — This number will determine when the session is full.
e Instructor (first and last name, email address)

e Session administrators (first and last name, email address)

To create a session for a course:
1. From the Content menu, pointto ILT, and click Course and Session Manager.

Click Session Manager.
Locate your course.
Click the course ID.

a > D

Click New Session. The New Session for Course window appears.

New Session for Course : UCB: Departmental Tr... (it_A10072)

Session Information | Administration

*Session ID ilt_A10072-0005 Location

Session Status Unconfirmed @ physical Classroom C'Online Classroom
Enrollment Status Open Facility MNone  Edit Remove
Instructor Mone  Edit Remove &
Spoken Language English (United States) - enUsS City

Session Notes State

|8 1 uli= = |52 Format -] /province

“Schedule Details
Time Zone (GMT --5:00) Eastern Standard Time (America/MNer

Session Meetings gl Add

Date » Start Duration
2018-Apr-03 9:00 AM 08:00 \!]
*Required Save & Add Anoth er] Save & Exit ] Cancel ]

Now you can specify details about the session, define administrators for managing the session, and confirm
the session. A session must be confirmed in order for employees or students to enroll and receive credit for
completion.
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HCM Stei-bi-Stei Guide

The Session Information tab lets you specify the instructor, location, and the schedule details of the session.

New Session for Course : UCB: Departmental Tr... (ilt_A10072)

Session Information | Administration

“Session ID ilt_Al10072-0005 Location
Session Status Unconfirmed ® Physical Classroom ' Online Classroom
Enrollment Status Open Facility None  Edit Remove
Instructor Mone  Edit Remove =]
Spoken Language English (United States) - enUS City
Session Notes State
B r uli= == o |[s2][romat  [-][2] /Province

“Schedule Details

Time Zone (GMT --3:00) Eastern Standard Time (America/Ne ~

Session Meetings 2 Add

| Date - | Start Duration
2018-Apr-02 9:00 AM 02:00 \!J
*Required Save & Add Anoth er] Sawve & Exit J Cancel J

1. Notice the Session ID field is already popuplated. Do not change the Session ID. This unique number
is assigned by Skillsoft. If changed, completions will not report accurately.

2. Specify an Instructor.
a. To the right of Instructor, click Edit. The Select Instructor window appears.
b. Search for a person by last name or email address.
c. Select the instructor.
d. Click OK.

3. Specify the Location. The location of a session includes a facility and a classroom. Many of the CU
campus facilities and classrooms have already been entered and saved into Skillsoft by ELD. They
must be created in Skillsoft before you can select them. If you cannot locate the facility or classroom
you need, contact system.training@cu.edu.

a. Under Location and to the right of Facility, click Edit. The Select Facility window appears.
Select the Facility Name.

Click OK.

To the right of Classroom, click Edit. The Select Classroom window appears.

Select the Classroom.

Click OK.

-~ 0o o o0 T
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HCM Step-by-Step Guide
4. Specify the Schedule Detalils.

a. Click inthe Time Zone list box to expand the list. You must change the auto-populated
Time Zone.

b. Scroll up and select (GMT —-7:00) Mountain Standard Time (America/Denver).
5. Specify the Session Meetings.

a. Click the Date to select the date of the session.

b. Click Start to select a start time for the session.

c. Click Duration to select how long the session is.

6. If your session takes place over more than one day, click Add and repeat these steps. For example,
the image below shows that the session is taught over two days.

Session Meetings

Date » Start Duration
2017-5ep-15 9:30 AM 02:30 ﬂ
2017-5ep-16 9:30 AM 02:30 ﬂ

Select the Administration tab to specify session administrator and enrollment details for the session.

New Session for Course : UCB: Departmental Tr... (ilt_A10072)

Session Information | Administration

Enrollment Settings Administration

Close Session: Mever = |days before - |session start Session Administrators (up to 3}:
Edit Remove

Prohibit Self-Withdrawal: Never ~ days before session start .
Russell, Erin

Late Withdrawal: MNewver v days before session start
o — Contact: MNone Edit Remove
Minimum Enrollment: 5
Approval Settings
Low Enrollment Alert: Never * days before session start

Session Approval:
Instructor Can

Manage Roster:

“Capacity: 0

*Required

Save & Add Another Save & Exit Cancel
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HCM Step-by-Step Guide
Select the Instructor Can Manage Roster box, to give the instructor access to the roster.

Enter the number of participants allowed in the Capacity field. If there is not a set limit on the number
of participants the instructor allows, use the capacity of the classroom.

Select Session Administrators. (Administrators are Skillsoft users who can edit sessions and who will
receive automated email notices, such as when a session does not reach the required capacity or is
cancelled. If the user you are looking for is not listed, contact system.training@cu.edu to have the user
added as an administrator.)

a. Under Session Administrators, click Edit. The Select Session Administrators window appears.
b. InLast Name, type a name and click Search.

c. Select the person’s name so it appears highlighted.

d. Click the Add arrow to move the name to the Selected Session Administrators box.

e. Click OK.

Do not use the Contact feature at this time. A Contact is someone other than the instructor or
administrators, such as a vendor.

Optionally, you can enter a Minimum Enrollment number and a Low Enrollment Alert. These values
specify when to notify administrators that there may not be a sufficient number of people enrolled. They
can then decide whether or not the session needs to be cancelled or rescheduled.

If you want, specify approval settings. Most administrators do not use these settings. If you want to
closely manage approval of enrollments for the course, such as if your course requires an enrollment
fee, you will want to edit this section.

a. Select the Session Approval box.
b. Click Edit for Session Approver.
c. Select an Approver and click OK.
Save your session.
e If this is the only session you need, click Save & Exit.

¢ If you need to create additional sessions, click Save & Add Another. Another option for
creating additional sessions is to copy the existing session as described in the next section.

The session is saved but not yet confirmed. The session status will appear as New and the
enrollment status for learners will appear as Pending Session.

Important: You must confirm the session in order for employees or students to enroll and receive
credit for completion.
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HCM Stei-bi-Stei Guide

Learners who enroll in a session that has not been confirmed will have a Pending Session enrollment status.
Only after a session is confirmed will a learner see that they are Enrolled.

To update a session’s status to Confirmed:

1. From Session Manager, click the Session ID.

Admin Home Users & Groups Content Display Configuration

ILT Course and Session Manager >> View Course :Test Cou... (ilt_TEST Lmw)

4 New Session -2 Edit = Copy - Deactivate - Delete | ¥ Manage Sessions | * Email | " Learner Report

Course Information | Administration | Sessions(8) Watch List{0)

o] Status <Open/.._Low E... Enroll_. Wa_. Start End Instruc... Facility City Count ..
ilt TESTimw-0007 Unconf -@ 0/450% 0 2018-Apr-.. 2018-Apr-.. S¥S 18 . Denver

2. From the Session Information tab, click Confirm.

cComplete ® cancel | () close | " Manage Enroliments | ¥ Email $= print

Session Information | Administration | Roster(0/45) | Pending Approval(0) | waitlist(0)

Session ID: ilt_TEST1mw-0007 Location

Skillsoft prompts you to send an email to other users connected to this session, including
administrators, contacts, and learners.

3. Click Don’t Send unless you need to notify learners. You may want to notify learners if the time or
location of the session changes.

Additional sessions for a course can be created using a copy of a previous course session. Sessions can only
be copied within a course, not between courses.
1. From the sessions listed on the Sessions tab, click the Session ID.

2. Click Copy.

ﬁ@ff

Admin Home Users & Groups Content Display Configuration

ILT Course and Session Manager >3 View Course :CU Bould... (ik_A10072) => View Ses

1 Edit % Copy| | Close | *" Manage Enrollme
Session Informmation | Administration | Roster(3/26) | Pending Approval(o)

Session ID: ilt_A10072-0001 Location
Session Status: Confirmed Session Type
Enrollment Status: Open Facility:
Instructor; MNone Classroom:

The Copy Session for Course window appears.
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HCM Step-by-Step Guide
Make updates from the Session Information and Administration tabs, as needed.

Note: Skillsoft automatically assigns a session ID (for example, ilt_A10072-0005) by default. Do not
edit the default session ID.
Click Save & Add Another Copy or Save & EXxit.

Select Confirm to update the status of the session to Confirmed. This applies to every session.

Editing a Session

Occasionally, you may want to update a session, such as to change the description or cancel a session.
Or, when you have created a session and not confirmed it yet.

To update an existing session:

1.

L

© N

9.

From the Content menu, point to ILT, and click Course and Session Manager.
Click the Course Manager tab.

Click Change to search for the course.

Enter the Course ID or Course Title.

Click Search.

Highlight the course from the Search Results box and click the Add arrow to move your selection to the
Selected Courses box on the right.

Click OK.
Select the Session Manager tab:

¢ Highlight the session (click anywhere but a link) and then click Edit.
Or,
e Click the Session ID link, and then click Edit.

The Edit Session for Course window appears.

Update session information, such as the facility, classroom, and schedule details, or go to the
Administration tab to update enrollment settings and administrators.

10. Click Save & Exit.

Cancelling an ILT Session

Sometimes you may need to cancel a session.

1.
2.

From the Sessions listing, click the Session ID link to open the session.

Click Cancel. All enrolled learners are withdrawn and receive an automated message that the session
has been cancelled.
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Manually Enrolling Users in a Session

You may want to manually enroll users for a course and session. You may do this if the user cannot enroll
themselves or if you had someone attend without first enrolling.
1. Locate your course and select the specific session.

2. From the Sessions listing, click the Session ID link to open the session.

3. Click Manage Enroliments.
Admin Home Users & Groups Content .

ILT Course and Session Manager >> View Course :Budgetl:... (ilt_a2/

¢ Edit . Copy - Delete | 3 Manage Enrollments | |

Session Information | Administration | Roster(43/50) “SPending

Session ID: ilt_a20140-0001

In the Search box, type a last name or email address of the user you want to enroll, and click Search.

Select the user from the Search Results and click the Add arrow to move the user to the Current
Enroliments box on the right. The system prompts you to confirm you want to enroll this learner.

6. Click Yes.

Manually Withdrawing Users from a Session

You may want to manually withdraw users from a course session. You may do this if the user cannot withdraw
themselves or if the session has a waitlist.
1. Locate your course and select the specific session.

2. From the Sessions listing, click the Session ID link to open the session.
3. Click Manage Enrollments.
4. Select the user from the Current Enroliments box and click Withdraw.

.S‘k:lfls\ff

Admin Home Users & Groups
LT Course and Session Manager >> View Course :HCM: Creating Positions-Structured Labs (ilt_A00215) >> View Session for Course : HCM: Creating Positions-Structured Labs (ilt_A00215) >> Manage Enrollme
lilt_A00215-0015)

Search @ User ) Group Search

Content Display Configuration

Current Enroliments
@Ass\gnment Groups (AssignmentGroups1) Roster! ‘h 32) Pending Approvaly

@Ass\gnment Groups (AssignmentGroups2) ) Configure Learning Plan | i:‘ﬁ
gcmms (11044) User Name Last Name
5 CU Student Pilot (org_00004315) Add b39bb303-e28¢-11e2-839MRIT T
g Deactivated (deactivated) ﬂ a7f54b8b-7063-11e2-332 . Gall
alntema\ (SkillSoftInternal) 4f2564fd-e28e-11e2-0b76__ Irwin

Users and Groups

= £L, All Users

Note: If users are on a waitlist, the next user is automatically enrolled and sent a notification email.
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HCM Step-by-Step Guide

Emailing Learners Enrolled in a Session

As a course administrator, you can email all enrolled and/or wait-listed learners regarding updates whenever
there is a change in the session status, information, or schedule. Administrators can manually send messages
to enrolled learners and instructors. Administrators can enable instructors to manually send messages to
learners on the roster, including wait-listed learners.

To email an enrolled learner:
1. Click the course session.
2. Select Email. An email dialog box displays.

3. Click the To and/or Cc button and/or the Bcc link to select specific users or groups from a list.

oyl O T Shport | towie | Ly OV
Wone Seected | Adwen fhne

s win renselGcu, ot mary wilamaOcu ods

Subject: Sessen M_TEST1mw 0008 of Test Course

Body!  Add 2 parsomal messagesptional)
Add arry ad0uinal Information abaut The course whech you wish 1o convey here

Course Thie: Test Cowrpn

10: M_TEST Loww 0008
Confirmed

SYS 1800 Grant Street, Denves
Faciity Directiony

Classroom: Cosderence Resm 100
Classroom Directions

Schedute

Apr 20, J018 9100 AM Mopstain Dayhght Thme - Apr 30, 2018 10:00 AM Mountain DaySght

The View Mail List box opens from which you can select individuals from the Session Enrolled List, the
Session Wait List, the Course Wait List, or the Course Watch List.

4. Select the checkbox next to each name and click Submit.

£ i
i
i
()
:
!
‘I“l
b

ary wiBamed cu ety
| Lant Narre "
e ey
(= haaset ol Name User Hame  Group [
. 4 Session Usrolied Lint
Runtelt T Lo dl TETon L e
» vl Weam Vary SaEThe 39000 oy e Gy e
» Sevsion Wall Uit (smpty)
< >

# Course Wolt List (o8l othar sessions of this course) (empty)
# Course Watch List (empty)

5. Edit and review the email.
6. Click Send.
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HCM Step-by-Step Guide

Printing a Roster for a Course Session

To find and print a roster to use as a sign-in sheet for your session:
1. Locate your course and select the specific session.

2. Click the Roster tab.
3. Click Attendance Sheet.
Users & Groups Content

ILT Course and Session Manager >> View Course :HCM: Cre... (ilt_

Admin Home

£ Edit ‘ Copy | "-" Complete ¥ Cancel | ":‘

Session Information | Administration Roster(3/32)

i Attendance Sheet | §g) = - o

S_ist Name

First Mame

4. Click Print if you want a copy for participants to sign and write their employee IDs as they check in.
(For best results, use a landscape orientation when printing.)

Entering Results and Completing a Session

After a session has been delivered, course administrators or instructors must enter the attendance and
progress information of each user who attended the session. They must then mark the session Complete so
that the results are posted to HCM (overnight).

Important: Course completions automatically report to HCM only if you enter student results within 30 days of
the course completion date and mark the session Complete. If you miss this 30-day deadline, email Employee
Learning and Development at system.training@cu.edu.

To enter results and complete a session:
1. Locate your course and select the specific session.

2. From the Sessions listing, click the Session ID link to open the session.
3. Click the Roster tab.
4

Click Enter Results. The Enter Results window appears.

Session Information | Administration | Roster(3,/32) | Pending Approval

il Attendance Sheet 0 Enter Results

Last Name First Name

Th

a. For each user who participated, click Attd (attended) and Pass.

b. For each user who did not attend, leave the boxes blank and type 1 in the Score box (the value
of the score cannot be zero or empty). In the Notes box, type No Show.

5. Click Submit All to save your changes.
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Click Complete. A confirmation message appears.

Admin Home Users & Groups
ILT Course and Session Manager >> View Cou

Session Information | Administradion | Rog

i@ Attendance Sheet * Enter Results

Important: Completing the session submits the results to Skillsoft. No further changes may be made
after the session is marked complete.

Click OK to confirm completion.
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