INSPIRA LMS SOP: HOW TMARK ATTENDANCE and SET GRADEGEARNING ADMIN)

Use this SOP to:

1. Manually mark grades and attendance and enter scores for activitiethairdcomponents;

2. Qverride any attendance statuses, passing statuses, and scores that have been automatically u
by Sharable Content Object Reference Model (SCORM) or Aircraft Industry Computer Based

Committee (AICC) compliant content.

* Administrators can oveide attendance and grades for an activity without changing the attenda
and grading informationfii KS  OGA @A (e Qa O2YLRySyldao
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STEP Ill: Mark attendance and Set grades..........ooooeiiiice e e e e e e e e e e e e 4
i. How to mark attendance/set grades for multiple learners by activity component............4
ii. How to mark attendance/set grdes for an individual by activity component..................... 8

iii. How to mark attendance/set grades for individual(s) or multiple learnersaativity level...14
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STEP I: Log intlaspira homepage

==

> “ @ .
(@) INSPIra s
] 1\,‘ Home Manuals Contact Us Add to Favorites Sign out

NS

—— Human Resources Gateway

Favorites = Main Menu « m
) ¢
B3 self service '
4 Manager Self Service i [ a
ﬂ G |Leamin§ Administratioa 3 Leamer Groups 4
€3 Recriting ] I Learner Tasks [ Enroll Leamers P;;E’Jﬂ
03 Reporting Tools 1 catalog D IAdminister Activity Rosters I @
D My System Profile £ Leaming Resources D Administer Program Rosters
B My Dictionary B3 UserProfiles Bl View Al Leaming
1 LA - Administer Registrations 4
D Set Leamning Environment

W Job Title, Keywords or Location

Clickomral Ay aSydz

Clickomd [ SI NYyAYy3 ! RYAYAAOGNI GA2Y €
Click omLearnerTasks

Click onrdAdminister Activity Rosters
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STEP II: Find the class/activity

Administer Activity Roster

Search for Activities

Title: I Activity Code: IILMS-1090—221 Q,
Type: I V] Confirmation ID: | Q@
Language Code: [ V| Instructor: | @,
Activity Status: | VI Learner: | @,
Location: | @ Employee ID: | @

From Start Date: 31
Through Start Date:
[_seach ] | Reset |

Learning Activities Customize | Find | View All | E | B First B 4 13 (ast
‘Tiﬂe Activity Code¥ Typea Start Datev  Enrolled
Performance Management for Managers | v15.1090-221 Live Classroom 01/11/2016 2

and Supervisors Instruction

1. Enter thedActivity Cod€éd Ay 2 dzNJ SEI YLAOSOHEMEDYWEI SNI a[ a{
2. Clickomx { SI NOK ¢
3. The course should appeander Learning Activitieglick orthe & w 2 & bufoNE
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STEP lll: M&rattendance and set grades

i. How to mark attendancesget gradedor multiple learnersby activity component

If your course has one or sevewdtivit components, gu can mark attendancegrades for one
learneror a group of learners in each component.

Activity Roster

Activity Name:

Performance Management for Managers and Supervisors

vy Type: Live

Activity Code: LMS-1090-221 Contact: Simia
Start Date: 01/11/2016 End Date: ==
Last Enroliment 08/11/2016 Last Drop Date: 01/11
Date:

Available Seats: 0 Available Waitlist: 2
Language: English Duration: 4 Hrs|
@ Save Previous | Next

To show or change the selected filter options click on Search Options

Activity Roster | IActw@y Componentl

Enroliment Status | Grades and Attendance |

Leaber ;etalls [ View All |

Activity Roster

1-2of 2 rows

Employee Current L Waitlist |
Name D Conf # Status New Status Priority Gl‘
[ Brian Welkin 931079 Enrolled Details = M
i o —
O % 10010396 931081 Enrolled | Details | F‘
i < >
™ selectAl [0 Clear Al “Group Actions: | Select ._ ™ [fGd
1. Clickom! OUAQGAUE tab2YLIR2YSYyUE
Activity Roster
Activity Name: Performance Management for Managers and Supervisors Type: Live
Activity Code: LMS-1090-221 Contact: Simil
Start Date: 01/11/2016 End Date: -
Last Enroliment 08/11/2016 Last Drop Date: 01/1
Date:
Available Seats: 0 Available Waitlist: 2
Language: English Duration: 4 Hr:
§ Save Previous | Nex

To show or change the selected filter options click on  Search Options

Activity Roster | Activity Component

Activity Components Customize | Find | & | 2 Firet B 130f3 O Last
Order Name Type

1 i sessions Sessions Details |

2 i Webex Web-

3 i Assessment Assessment | Details |
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2. CNBY O2f dzvy d&wSlj dzAabiiitiRG 2 \éLsadgfscMuy 658553 alakalyia ¢ A &
andact|V|ty02 YLRYySyia 4a42S0SE¢ lyR a! aaS8avsi/aé | NB
ySE 12 NBldANBR 6¢2S808E¢ O2YLRYySYydo

Component Roster
Component Name: \Webex Type: ‘Web-based
Activity Name: LMS-1090-221
ﬁ Save Return To Previous Page
To show or change the selected filter options click on  Search Options
1-20f 2 rows
Component Roster
Roster Customize | B | ##
Name ﬁ)mployee “Attendance *Grade ;?;zi:g Score Completion Status

Brian Wellgn |Attended v‘ |NotGra< V| Not Marked Not Attempted
M e 039 Mot Grar v|  Not Marked Not Attempted

¥ selectal O

For Selected Learners

*Set Attendance to: Go
Select...
Unknown
E sae Return To Previous Page

You can mark attendance/grades for individuals in #gsivity component one by one but this
Fdzy QliAz2zy |taz2 lfft2¢6a @2dz 42 YIFIN)] | 3INRdzLIJ 2F € S|
together. To do so:

2N Ot AO01 2y af{ St
f R®

z

4. Selecty ! 0 (
5. Clickomy D2 ¢

3. ¢A01 GKS St
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tS
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¢tKS a! GGSYRIyOS¢
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2fdzyy Kra o6SSy dzJRIFGSR G2 a!

[N
[N

Component Roster

Component Name: \Webex Type: Web-based
Activity Name: LMS-1090-221
8
5] Savel 8 Return To Previous Page

e’

To show or change the selected filter options clickon  Search Options

1-20of 2 rows
Component Roster
AR

Customize | ©
Passing

Name IFbmponee *Attendance "Grade Status Score Completion Status

[ Brian Welkin |Attended v‘ Pass v| Pass Not Attempted

M Team Learning 10010396 Attended | JPass w| Pass Not Attempted
™ Selectal O Clearal

For Selected Learners

- Not Graded

“Set Attendance to: | Aftended v|| Gd Pass

E sSave Return To Previous Page

6. Selectit  Agé¢a{ Su
7. Clickomx D2 ¢

DN} RS (2¢ FAStRO®
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¢KS 4DNI RSé I yR
8. Clickomx { I @S¢

Gt b aaAy3d {GF Gdzaé

Component Roster

Component Name: \Webex I
) ctivity Name: LMS-1090-221

Type:

Web-based

B Sae

Return To Previous Page

To show or change the selected filter options click on

Search Options

1-2o0of 2 rows

Component Roster
Customize | E | E
Name ﬁ)mployee *Attendance *Grade l;:::li:g Score

[] Brian Welkin [Attended | [Pass V| Pass Completed

[] Team Learning 10010396 |Attended V| |Pass V| Pass Completed
™ selectau O cearan

For Selected Learners

|*Set Attend to: |Attended v| Go “SetGradeto: |[Pass V|| Gg

B sae @ I Return To Previous Page I

G/ 2YLX S A2 stiviyOR ¥R STANI 2 $6 S
9. Clickom@wS { dz2Ny ¢ 2

P

€
th 5 ®B A diZNY/t 2SS & !

Activity Roster

Activity Name: Performance Management for Managers and Supervisors Type: Live
Activity Code: LMS-1090-221 Contact: Simif
Start Date: 01/11/2016 End Date: -
Last Enrollment 08/11/2016 Last Drop Date: 01/1
Date:

Available Seats: 0 Available Waitlist: 2
Language: English Duration: 4 Hr:
E save Previous | Next

To show or change the selected filter options click on

Activity Roster | Activity Component

Search Options

Activity Components
10rder Required Name
1 Optional sessions
2 Required Webex
3 Required Assessment

i First B 13013 1 et

Customize | Find | &

Type

Sessions | Details |

Web-based
Assess

. Details

I Details I

10. Click omx 5 S (i hekttodhé other requiredhctivityO2 Y L2 y Sy (i

OS2t dzYy &

Kl @8

0 &



INSPIRA LMS SOP: HOW TMARK ATTENDANCE and SET GRADEGEARNING ADMIN)

Component Roster

Component Name: Assessment Type: Assessment
Activity Name: LMS-1090-221

I
E sawe I @ Return To Previous Page

To show or change the selected filter options clickon  Search Options

1-2of 2 rows

Component Roster

Customize &

Name ﬁ)mployee *Attendance *Grade :;;stzi:g Score Completion Status
[] | Brian Welkin [Attended v| [Pass | Pass Completed
‘ [] Teamleaming 10010396 [Attended V| [Pass | Pass Completed
®  selectau O gearau

For Selected Learners

*Set Attend to: |Select... V]| Ga *Set Grade to: | Go ‘

& save @ I Return To Previous Page I

11.t SNF2N)Y GKS alyYS |
12.Clickomx wS G dzNy (2 t
Activity Roster

Activity Name: Performance Management for Managers and Supervisors Type:

Live
Activity Code: LMS-1090-221 Contact: Simid
Start Date: 01/11/2016 End Date: =
Last Enroliment 08/11/2016 Last Drop Date: 01/1
Date:
Available Seats: 0 Available Waitlist: 2
Language: English Duration: 4 Hr:
E save Previous | Next

To show or change the selected filter options click on  Search Options

Activity Roster| | @onent

Activity Components Customize | Find | & First &I 1.3 of 3 13
|Order Required Name Type

‘ 1 Optional sessions Sessions Lml
"2 Required  Webex Web-based }W |
‘3 Required Assessment Assessment Im [

13.Clickomd ! O A GA e w2aidSNE

Activity Roster | Activity Component

Enroliment Status| Grades and Attendance | Learner Details | View All |

Activity Roster

1-2of 2 rows

Employee Current . Waitlist
ID Conf # Status New:Statis Priority
‘ [] Brian Welkin 931074 [Select ...
O ‘a;%’\?g 10010396 931084 Completed] [Select ...
| <
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YRSNJ a! OGA@dAGe w2a0dSNE (F6f BYHISSNFBNDAE ZdzdAKNNB G (i
marked attendance and set grades for the learners.

ii. How to mark attendance/®t gradesfor an individualby activity component

Activity Roster

Activity Name: Performance Management for Managers and Supervisors Type: Live
Activity Code: LMS-1090-221 Contact: Simig
Start Date: 01/11/2016 End Date: -
Last Enroliment 08/11/2016 Last Drop Date: 01/11
Date:

Available Seats: 1 Available Waitlist: 1
Language: English Duration: 4 Hrg

§ save Previous | Next

To show or change the selected fi a | Search Options I

Activity Roster | Activity Component

Enroliment smtusl Grades and Attendance | Learner Details | View All |

Activity Roster

1-2 of 2 rows

Employee Current . Waitlist
Name D Conf # Status New Status Priority
[] ErnBaud 102217 927035 Enrolled | Details | F
O |Siag 10010396 = 930395 Enrolled [ Details | F
‘ < >

1. If you want to mark attendance/set grades for a spedda@rnerfrom a long list of
enrolled learners. Please clickan{ S| NOK . hLJiA 2y & ¢

Activity Roster

Activity Name: Performance Management for Managers and Supervisors Type: Live|

Activity Code: LMS-1090-221 Contact: Simi
Start Date: 01/11/2016 End Date: -
Last Enroliment 08/11/2016 Last Drop Date: 0111
Date:

Available Seats: 1 Available Waitlist: 1
Language: English Duration: 4 Hy

& save Previous | Nex
Learner

1 first Name: Q I

| Employee ID: | Confirmation Number: |

Enroliment Date:

From Date: [y To Date: e
Enrolled VI waitlisted | Completed [V Not Completed O Pending Approval
Dropped Denied Min Progress I Pending Payment

\V —
[ Scarch ]| Reset | @
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2.9y 0S8N 2yS 2F (KS &SI NODK ONARGSNRI O6AYy 2dz2NJ SEI
3. Clickoma { SI NOK ¢

Activity Roster

Activity Name: Performance Management for Managers and Supervisors Type: Live
Activity Code: LMS-1090-221 Contact: Simig
Start Date: 01/11/2016 End Date: 2
Last Enroliment 08/11/2016 Last Drop Date: 01/11
Date:

Available Seats: 1 Available Waitlist: 1
Language: English Duration: 4 Hrs|
I save Previous | Next

To show or change the selected filter options click on Search Options

Activity Roster | Activity Component

Enroliment Status| [Srades and Attendance | Learner Details | View All I

Memmromer

1-1of 1 rows

Name Em;:lgyee Conf # g:::::t *New Status m?::;ts; Gt
‘ L 10010396 930395 Enrolled F
| < >
¥ SelectAl [ ClearAll *Group Actions: [Select _ vl ==

4. Undertheda ! OG A @A iabBle, aick anit S SEi hektftodthe learner you would
like tomark attendance/set grades for.
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Learner Roster
Simiao WANG, Team Assistant, DM OHRM LDSD LLODS

Activity Name: Performance Management for Managers and Supervisors Type: Live Classroom
S Instruction

Activity Code: | MS-1090-221 Contact: Simiao Wang

Enroliment Enrolled Confirmation 930395

Status: Number:

Start Date: 01/11/2016 End Date: =

Last 08/11/2016 Last Drop Date: 01/11/2016

Enroliment e

Date: Duration: 4 Hrs

& save [ Edit Payment Return To Previoy

Page

Completion Details
Enroliment Status Passing Status *Grade

Enrolled Pending [Not Graded v|

Activity Components Customize | ¥ | # Kl 13073 17
Status =

Name Type *Attendance *Grade :le;i:g Score Completion Status
: : Not Not

[] sessions Sessions [Unknown VI [Not Grad v] Required Attempted

[] 'Webex Web-based [Unknown W] [NotGrad v| Pending Zt(:t[empt ed

A ment A nent [Unknown w/| [NotGrad v| Pending zt?tem ted

Onii KS a[ S NpageNoKB2 did SNES o/ 2 YLIX SGA2y 5Silatifed s aK2 4
activity level. Thed D NJ RIS Bere Tsihformational only and des not affect enrollment status

Therefore it is not necessary tpdatethis field.It is under thed ! OG A @A (i & tdbR Wheley Sy (0 & ¢
youcandzLJR I (i S &ttEnidade Sridradsat the activity components level.

[Completion Details |

Enrollment Status Passing Status *Grade
Enrolled Pending [Not Graded v
Activity Components Customize | B | %5 T1 13453
£
Name Type *Attendance *Grade :;1;:::9 Score Completion Status
[] sessions Sessions Unknown V| |N0t Grad v| i : .
Required Aftempted
. Not
[] webex Web-based Attended Attempted

[] Assessment Assessment [DTOTND

MNot
Mot Grad v Attempted

z

5. Select ana ! G ( Sy RtatysOféréthe learner. In our exampléhe activity
02 Y LR yéyu G 2aSredpifed inAKAS alSQIG A OA G & daayy LI SGA2Yy €
GKS a! G0 Sy RilGySQSReS RE2

*Note: In order to markaf ST N SNJ | & &/ 2 YLX SéchRcompoRdits (0 KA a
that are set asrequiredinthe  OGA GAG& &/ 2YLX Sz V& i SV RBY 3£
NJ] SR &! GGSYRSRé o

- OG A
i K

10
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=

@I l ] ] | ]

6. { St SGradeél T NJ G KS t S| Nbe&audiyORW LR ey SEIGYISOS EE A ¢
setasdt FdaAy3a NKNBjdORBRE aX 2OKE $AS 2 KS LIEDS8I RS
Gt l®a¢KAA gAff dzZJIRIFIGS GKS atlaaiay3a {aGFddaég (
Fdzi2YIF GAOFIffed b2¢g (GKS atlaaiyd {GFrldzaéeé aK26:
*Note:Ly 2NRSNJ G2 YIENY €SI NY S Nadtivity compéhantsith& arédete  F 2 NJ
& at I a3dRég IA WEBH AANBA ( & dzi /(2 RIEIGSH A 2 D NLIRFE Y I NJ SR
Gt daAy3a adlddzaé YFEN]J SR atl aaéo
7. You can enter the score of the learnertire & { O 2fidld the score you entered
herewill not affectd KS at FaaAy3a {dF Gdzaé o
8. Clickona { | &6efa/ 2 YLIX SG A2y { ( hdivitycémpohént sliovsS 6 S E ¢
G/ 2YLX SGSRé O

9. Update the same foactivitycomponentd ! 8 8 SaaVYSy G ¢
10. Click ond { | @rbthe table Completion Detailghe Enrollment Statusshowsas

AAAAA

G/ 2 YLX S{he Rassing $tdisa A K2 ¢ yd [bd2 (6 FGakaéh F2NJ ab20 w
components, no action is needed unless desired.
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