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1. Welcome to Informetica

In this manual, you will be introduced to the basics of taking an online course using Informetica. The manual will take you step-by-step through
registration, logging into Informetica, taking an online course, managing your course calendar and interacting with instructors and other participants.

Topics Covered In This Chapter

1.1 Introduction
1.1.1  Disclaimers
1.1.2  Restrictions
1.2 System Requirements
1.2.2  Supported Files
1.3 What s Informetica?
1.3.1  Aims
1.3.2  Objectives
1.4 Registration
1.5 Loggingin
1.5.1 Forgotten Password
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1.1 Introduction

Informetica is a web-based Learning Content Management System designed to provide functionality that is easily accessible without needing to
install software. The Informetica LCMS was built with the end-user in mind, for user-friendliness and ease of access forefront in its architecture. First
time users can easily navigate through self-registration, online training and personal account management.

This manual has been written as a guide for all Informetica participants. Therefore, it may reference features that do not apply to your Informetica
system and features may be named differently due to customizations specific to your site. Additionally, some systems have customizations they may
not be covered in this manual. Please keep in mind that Informetica itself is under constant development and some differences between the live
application and this manual may occur.

1.1.1 Disclaimers

In no event shall Sencia Canada Ltd. or any of the authors or contributors to this manual be liable for any special, incidental, indirect or consequential
damages of any kind, or any damages whatsoever resulting from loss of use, data or profits, and on any theory of liability, arising out of or in
connection with the use or performance of Informetica.

1.1.2 Restrictions

No part of this document may be reproduced in any form including electronic or mechanical without prior permission in writing from Sencia Canada,
Ltd. Informetica and any related materials may not be copied in any way whatsoever. You may not de-compile, reverse engineer, disassemble or
reduce Informetica. Nor are you allowed to modify, adapt, translate, rent sublicense, assign, lease, loan, resell for proof, distribute or Informetica,
related materials or create derivative works based upon the Informetica platform or any part thereof without consent from Sencia Canada.

1.2 System Requirements

Informetica is accessible via any platform with internet access and requires a minimum of 56 Kbps connection speed.

No third party programs are required to access Informetica. However, course content, such as flash files, may require 3" party plugins to view.

It is recommended that you view Informetica using a current web browser that has JavaScript enabled. Informetica always tests system upgrades and
client content on the most current version of a web browser.
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1.2.2 Supported Files

Informetica supports all standard web based media formats, as well Microsoft office suite file formats and Adobe PDF. Other supported formats
include SCORM, AICCS and Engage packages. A detailed list of supported file formats is shown below. Your specific set up may have different options
depending on your needs.

bmp, gif, jpeg, .jpg, pcx, png, psd, tif, tiff
Documents doc, docx, csv, htm, pdf, ppt, pptx, rtf, txt, wpd, xls, xlsx, xml, zip

AUIAGIERE  avi, m1v, m4v, mid, midi, mov, mp3, mp4, mpeg, mpg ,sfw, wav, wmv

1.3 Whatis Informetica?

Informetica is a Learning Content Management System (LCMS) that allows students to take courses online. Instructors have many options when
configuring Informetica so you may access your courseware, take tests, interact with instructors and other students, access learning resources and
much more.

As a participant a few simple steps gets you started on your way to self-improvement! User-friendly tabs and icons lead you through your learning
experience with no technological intimidation. Ease-of-use equals effective learning.

1.3.1 Aims

e To prepare you for using an online learning environment.
e To create a unique educational environment.

1.3.2 Objectives

e Ability to navigate within the Informetica Learning Management System.
e Interact with students and the course instructors.
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1.4 Registration

Some systems may require that you create a new account if you do not already have one. Go to the course website address provided to you and
follow these steps to register for your courses. Select “Do you have an access code?”

: H New Registration - Access Code Step 1 of 4
informetica [ tow snmeraton Accass cove 5P ]

learning your way
Enter your access code in the space provided and click "Next >>"

Log in to your account below or request a Login Account Access Code:

S, | Enter Usemame

If you are encountering problems with your access code, please contact your
sites administrator

- Password Forgot your password?

Do you have arffaccess code

© 2013 Sencia Canada Ltd

Step 1: Enter the Access Code you were provided and select Next.
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Step 2: Enter your information. Required fields are marked with an

Name: Nursing Staff

First Name:*
Last Name:*

Email
Address:” -

Password:”

Confirm
Password:®

Location:" | _Sefact One- [+

Address:
City: [

Province: | Not Specif [x]

ZipiPostal
Country: | Canada (=]
Phone ( } [ | et
Fax format(888) 555-12120

international phone click here.

* Indicates a required field.

Step 3: Confirm that everything you entered is correct.
Select the Change button to fix a mistake or click the Confirm button
to complete your registration.
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New Registration - Confirmation Step 3 of 4

First Name:
Last Name:
Username:
Password:
Title:
Address:
City:
State/Province:
Zip/Postal:
Country:
Phone:

Fax

|Change|[§]

Maxwell
Klinger
mklinger@sencia.ca

mklinger

Not Specified

Canada

informetica

Step 4: Once you confirm, your will be supplied with your user login
details. You can automatically login by selecting Login Now or select
click here to return to the login page and log in manually.

New Registration - Account Setup Step 4 of 4

Thank you for registering. Your account is now ready to access the system.
Your login details have been sent to you by email.

Your user details:

Username: mklinger@sencia.ca

Password: mklinger

or click here to return to the login page.
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1.5 Loggingin

You will be required to use a login and password to access your online content.
Informetica offers a single, secure login page. Entering your registered email address
and the password you chose during registration will grant you access to the system.

wormetim 1.5.1 Forgotten Password

learning your way If you have forgotten your password, click the “Forgot Password” link on the login
page and then follow the instructions provided.

Username:
Password:

Forgot your password?
Login

Hew users register here,
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2. Home Page and Taking Courses

Topics Covered In This Chapter

2.1 Basic Navigation

2.2 Main Navigation

2.3 Information Bar

2.4 Quick Register

2.5 Course Menu

2.6 Accessibility Box

2.7 Events Box

2.8 Change Password or Profile Information

2,9 Taking a Course

2.10View Grades

2.11Compile Course

2.12Participant List

2.13Review Assets within a Course
2.13.1 Overview Page

informetica Page | 11



2.1 Basic Navigation

Once you are logged in to Informetica, you are brought to the home page. From the home page, you can access your assigned courses, change your
password, logout, change the language you view the LCMS in and view events, news and tasks. Not that not all of the features listed here may be
available on your system. Features may also be named differently, but the functionality will be the same.

Information Bar

Main Navigation
All sections of the system are
accessible through these tabs.

Change your password, view
the user help manual or logout
from the information bar.

Quick Register
This field is used to

enter an access informetica
code that will Home | Calendar | Catalcgue | Certfications | My Exgerience | My Progress | Search
T oy Welcome Sebastian Brent to your online training centre = i) A
i 5 jioke Englisn A A
:g;:; ;';:d":cf Quick Register —  Accessibility Box
=] Getting Started with the Informetica LCMS o] N oy
e & and increase or Mo Keins ave due oday.
: d the font.
T S B Course Registration: ecrease the My Tasks
1. Click the Catalogue tab at the fop of the page. There are currently no lasks
Wodphcs Selyand 0 2. Select the Course you wanl 1o register to from the dropdown list
Hazards 3. Click the Register button News
=" Bicodbome Psthogens 4242012
o] .-'_.." Start Takl“ﬁ a Course: New Courses have been Added
Informetica Sample Course i o ﬂ You may access each topic by selecting it from the Courses column on the
. left. if you are taking a video course, a "Take Exam” button will appear at the
end of the video. Click the Ix{ﬂm to begin taking your test. For all other Events Box
¥ the testievaluati the topic's module
informetica prerequishes haveboen met. The events box allows you to
keep track of items that are
i;(:l(jol:g:l r:p’::dm View Your Grades: due, see deadlines and read
¥ Pr news events.
you are registered to. n;up:l;?cms your grades by clicking on the My Progress tab at the top of
Click the name of any
product to launch it.
Home Page
=== View Your Certifications: Unique home pages can
e :";?nveap:s;euf your certifications by clicking on the Certifications tab at the top be created for each user
— group. If you belong to
more than one group, you
—_ will have an option to

toggle among home
pages.

informetica
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2.2 Main Navigation

All sections of the system are accessible through the Main Navigation tabs at the top. You have access to your own transcripts, and can work through
products just as a participant can. For more information in these areas, please see the Participant Manual.

Home: This tab will always return you to the home page.
Calendar: This tab will take you to the calendar where you can view or add personal tasks.
Catalogue: If available, this tab contains a list of Products (courses) that are available for Search

participants. WHMIS 4.:|

Search Results

Transcript or My Progress: Only one will be available. Transcript will show you passing and |s :’D"f "T
¥V v i IIIII
failing grades as well as incomplete attempts for every product you are registered to. My Module 1 - Training Program Introduction Module WHMIS
Progress contains the same information as Transcript as well as certification information e et
Module 3 - Risk Awareness Module WHMIS
progress, if applicable. Module 4 - Controlled Products Module WHMIS
Module 5 - Product Labels Module WHMIS
. . . . : e 6 —Mateni ety Shee ! S
Search: This tab allows you to enter simple search terms to look for something in the system. ORI
Module 7 - Final Test Module WHMIS

The returned results are also links that you can click to go directly to the item.

count 8

2.3 Information Bar

Displays your user login status and contains the following links:

Profile: Click this link to update your account information and password.
Help: Click this link to open a copy of this manual.

Logout: Click this link instead of simply closing the browser window to ensure that any changes you have made will be saved and that your session
will be properly recorded.

2.4 Quick Register

If available, this field is used to enter an access code that can automatically register you to specific products.

2.5 Course Menu
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The course menu on the left is an interactive list that lets you launch any courses that you are registered to. Simply click the name of any course to

begin. You can hide or show this menu by clicking the triangle * at the top of the menu. Here is a guide to some of the colours and symbols you may
see on this menu:

Products that show up in teal have completion rules assigned to them and that have not yet been finished.

Products that show up in green italics have completion rules assigned to them that have been finished. For example, there
may be two exams in the product that must be passed for the product is considered complete.

Items in the list with a plus symbol % before the name are courses that are bundled together. Click the plus symbol * to
expand the list. Click it again to re-collapse the list.

rporis 1

Items in the list with an exclamation before the name are courses that have been granted an extension.

2.6 Accessibility Box

This box allows you to change the language and the size of the font on the page.
English: Click @ 9" to change the language you view the page in if multiple languages are in use by your system.

aAA: Click “AA  to change the font size you view the page in. Click the leftmost A to view in the smallest font and the right most A to view in the
largest font.

Page Link: .7z Linkl If your LMS is configured for this option, you can create a direct URL link to any Informetica page to send to other users. Users who
click the link will be prompted to login and then will either be directed to the destination page or will see a message that they do not have access to
the destination page.
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2.7 Events Box

The events box allows you to keep track of items that are due, see deadlines and read news events. It is typically used as a way to send global

messages to all users on the system and to allow participants to keep track deadlines and tasks. Note that not all three items in the example of the
events box may be in use on your system.

Today: This area shows any items that are due on the current day. This includes automated deadlines.
My Tasks: This area shows self-created tasks entered from the calendar tab.

News: These news items are events set up by site managers.

2.8 Change Password or Profile Information

You can access your user profile at any time by clicking on Profile next to

your name in the Status Panel. Make changes to your Personal Info or I logged in as: | Help | Logout t
Change Password and then click the Save button to keep the changes. This -
information can be viewed by site managers and

instructors. )
My Profile @ English AAA
Personal Info Change Password
FirstName William Old Password
Last Name |Troike New Password
Email wtroike@sencia.ca Confirm Password
Save >> Save >>
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2.9 Taking a Course

Click the name of any course from your homepage to get started. Some courses will begin automatically (Make
sure you have popups enabled on your browser while you take the course) and others may have an introduction
page with instructions first. Each course may have unique navigation and this will either be intuitive or there will
be instructions.

Courses |

Some courses may require you to complete items before advancing on to the next

Clean Hands for Long-Term items; these prerequisites are shown in red. In the example, each module needs to cmobioiedsi E
”‘ be viewed in order. The participant cannot access the module “What Do | Have to nfluenza Vaccine
aontn y Sonee do?” until they have completed “Why Volunteer”. s e e
Maternal-Newborn Care o (e
Once you are within a course, there may be additional tools available such as an What Do 1 Have to do?
overview page or a utilities menu. Not all of these features may be available, Specimen Collection
depending on your system's set up. Reports To Sentinels
2.10View Grades
Click the name of any course from your home page to see the Utilities menu. Click Course Results at the top. This is an =
alternative way to check your grades, but only for the specific course that is opened. Utilities =
Course Resulls —ff—
2.11 Compile Course Compile COUrse
The compile course tool creates a printable, offline version of the course. This compilation will include all text and Forum
images, but does not compile SCORM or tests. Click the name of any course from your home page to see the Utilities Course Chat
menu and then click Compile Course. = P —

2.12Participant List

View a list of other participants enrolled to a course you are in. Click the name of any course from your home page to see the utilities menu and then
click List. Some configurations will also let you email your classmates.
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2.13Review Assets within a Course

Some courses consist of many different assets. Click the name of any course from
the menu on the left side of your home page to each of the individual assets
within the product. To view any of the assets, simply click the name to open it.

2.13.1 Overview Page

Some courses may have an overview page that displays all assets available
within a course. It shows the asset type, which pages you have visited, and

prerequisites.

®expand Al Ecollapse Al

P Affidavit Example © Viewed 1 of 1 pages
®/AssessmentExample © Viewed 1 of 1 pages
'JAssignment Example © Viewed 1 of 1 pages
@ O

Aftendance “ Viewed 0 of 1 pages
“Completion Rules Example © Viewed 1of 1 pages
=-/E\«aluation Example © Viewed 1 of 1 pages

& Evaluation with Cerfification © Viewed 1 of 1 pages

®/Evaluation Example with Multiple Sections © Viewed 1 of 1
pages

®Markup Document Example © Viewed 1 of 1 pages
../Module Example © Viewed 1 of 1 pages

€ Prerequisites Example © Viewed 0 of 1 pages

““Reference Example © Viewed 1 of 1 pages

% wiki Example © Viewed 1 of 1 pages

Legend

2R (W 0 (@ ® W

Module
Reference
Assignment
Evaluation

Wiki

Markup Document
Assessment

Has prereguisites

Affidavit

informetica

Courses (4]
Health & Safety Category

Green Defensive Driving Course

WHMIS

Informetica Sample Coursel

&
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3. Profile and Journal Entries

Topics Covered in This Chapter

3.1 Profile
3.2 Journal Entries
3.2.1  Create a Journal Entry
3.2.2 Informetica’s Publishing Window
3.23 EditaJournal Entry
3.24 Delete a Journal Entry
3.2.5 Resizing the Publishing Window

3.1 Profile

You can access your user profile at any time by clicking on Profile next to your name in the status panel. Make changes to your personal info or
change your password and then click Save. This information can be viewed by site managers and instructors.

 loggedin as: lHeIplLogout |

3.2 Journal Entries

Your participant (student) account includes a journal which is
accessed from your profile page. From the journal entries
section, you can create, edit or delete journal entries. Journal
entries can be set to Private so that they can only be viewed
by you or they can be set to public which can be viewed by
other students and instructors.

My Profile @ english AAA
Personal Info Change Password

First Name William Old Password

Last Name Troike New Password

Email wiroike@sencia.ca Confirm Password

Journal Entries
Create Delete
[ Title Create Date Body Public

You have no entries in your journal
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3.2.1 Create aJournal Entry

Journal Entries are created using the Informetica Publishing Window. Please see the next section for more information on using the Publishing
Window.

On your profile page, scroll down to the Journal Entries section and click Create to open the WYSIWYG editor

Enter a Title and text for your Journal Entry

Place check in checkbox if you would like to make your Journal Entry Public (leave checkbox blank to set it at Private)
Click Save Entry

Bl ol

Journal - Add An Entry @ English AAA

Journal Entries

Create Delete

* ingicates & required fieid

“Title:

F Title Create Date Body Public *Joumal Entry
[[1  Joumnal Entry 10412011 An example of a journal  Private |l 0| el [ 2 AT Gl Stves - Fomst  |v|Fontfomly |-/ Fontsr |- i@
Sample 11:59:47 AM entry X a0 Btk ]l A -2 - = 5|7 A =y o 0| 5] 260 [ G2 A ]| s e A A

BIUSMESECiEEINR &2 BT
Path: v
Make this eniry public.
] e this box 1o mate tis 5 public Joumal enirg
[Cancel | [ Save Entry |
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3.2.2 Informetica’s Publishing Window

Informetica’s Publishing Window utilizes a WYSWYG editor to make it as easy as possible for non-technical users to edit content. A WYSIWYG
(pronounced "wiz-ee-wig") editor allows you to see how things will be displayed while the document is being created instead of requiring knowledge
of developer code. Informetica’s WYSIWYG editor uses familiar tools found in most popular office programs. WYSIWYG is an acronym for "what you
see is what you get”. In the Publishing Window, you can format text, add hyperlinks, paste existing content from Microsoft Word and insert tables
using familiar tools that are found in most office productivity programs. If you prefer working in code view, simply click the Edit HTML Source button
to open the Source Editor. For a complete guide to all the editor tools, please see the Glossary of Publishing Window Tools at the end of the manual.

Journal - Add An Entry

= o D) | 2 A Gl Stles - || Format * |Fontfamly | = Fontsire EHE
A ODdBHBIAY |« DA-Z2-F %, || 52 =4 e
BI IS ErREEAR e H Y-

Path

Cancel | | Save Entry

Spelichecker

A spellchecker ¥ “is available in the publishing window. To use the spellchecker you must toggle the spellchecker button on, located at the top of
any publishing window. If a word is spelled incorrectly, a squiggly red line will show up under the word. Click the word to bring up a list of
suggestions for the correct spelling or to ignore the misspelling.
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3.2.3 Edit aJournal Entry

Simply click on the name of the Journal Entry to open it. Make your edits using the Informetica Publishing Window and click Save.
3.2.4 Delete a Journal Entry

Click the checkbox next to the Journal Entry you would like to permanently delete and select Delete.

Journal Entries

Create

] Title Create Date Body Public
Journal Entry 10/4/2011 An example of a journal Private
Sample 11:59:47 AM entry

3.2.5 Resizing the Publishing Window

Publishing Window

You can easily increase or decrease the height and width of the Publishing Sl N N AR sties o iPeogrovh [ [Font By Ferte 8]
. Lo . . . R T A T [ [ = e Y 1 R ]
Window by clicking and dragging the bottom right corner of the window. BZUJAZmxEE R ESAN L EHT-
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4.Calendar, Tasks, News, and Forums

Topics Covered in This Chapter

4.1 Notification Legend
4.2 Calendar
4.3 My Tasks and News Box
43.1 Today
432 My Tasks
433 News
434 Managing Tasks
4.3.5 SortTasks
43,6 Add Tasks
4.3.7 Delete and Edit Tasks
4.4 Managing Calendar and News Events
44.1 Addand View Events
44.2 Editand Delete Events
4.5 Product Forums
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4.1 Notification Legend

Several types of notifications can be displayed on a user’s desktop calendar or in the News & Task box on their home page. Some events are created
by managers, publishers, or instructors, some are personal tasks created by the user, and some are automatically added to the calendar based on the

event type and date.

Type

Assignments are added to the calendar automatically based on the due date. Automatically
These events are displayed on the calendar in teal Created
Global Global events are displayed on the calendar for most registered users as well as in the news box Site Manager
on user’s home pages.
These events are displayed on the calendar in green
Personal A personal event can only be viewed by the user who created it. These are personal reminders Any User (except
- for the user and are not necessarily related to their course material or training. Help Desk Users)
These events are displayed on the calendar in red
Tasks are displayed on the calendar for relevant users as well as in the news box on user’s home Any User (except
- pages. Help Desk Users)
These events are displayed on the calendar in purple
Tests are added to the calendar automatically based on the date. Automatically
These events are displayed on the calendar in gold Created
Course calendar entries represent the start and end date of any particular course. Publishers and
These events are displayed on the calendar in blue Instructors
This event item will be displayed in the news box on the home page of all users in the particular Site Managers and
user group to which it was assigned. Publishers
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4.2 Calendar

Some Informetica systems feature a calendar where users can view events, tasks, and deadlines for courses, assignments, modules, and tests. ltems
may be added automatically based on their due dates or scheduled by managers, publishers, and instructors. See the News and Task Box section to
learn how to add personal tasks to the calendar.

Access the Calendar: Site Managers:
Click the Calendar tab from the main navigation bar at the top. From the control panel, select the calendar link.

Sep [] [2011[~] [Go>>]

Global Tasks Personal Topic Assignment Tests
S M T w T [ S

1 2 Today 3
Ends - Company Picnic

1" 12 13 14 15 16 17
Fall Session Starts

18 19 20 21 22 23 24

25 26 27 28 29 30

By default the calendar shows the current month with the current day highlighted in blue. To view a month that is not the current month, use the
drop down menus to change the month and year and then press the go button. Click on any event to view more details, who created the event, and
the start and end dates.
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4.3 My Tasks and News Box

This view is not available to site managers.

Some Informetica systems feature a box on the home page that shows news and tasks relevant to the user.

My Tasks

News

4.3.1 Today

Today automatically shows assignments and evaluations that have a deadline of today (e.g. the publishing date ends on today’s date).

4.3.2 My Tasks

My Tasks keeps track of to-do lists and personal items within Informetica. Tasks may be added by you, a manager, publisher, or instructor. Tasks that
you add personally are private and you can opt to view them on the calendar in addition to My Tasks.

4.3.3 News

News items are added by a manager, publisher, or instructor and show items within a set date range. For example, an event scheduled from March 1-
March 15, will not appear in the news box before March 1 or after March 15. The news box lists a maximum of 10 news items at once.
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4.3.4Managing Tasks

This view is not available to site managers.

Open the calendar to view and manage tasks. Click the “lto collapse or expand the list. The numbers to the right of the tasks indicate how many
days until the task is due. A negative number is the number of days it is past due.

| ST sy

| o T i-toma Ir I.\l"‘fuplc-f‘ tal I Sﬁarch I Manage I -.Rapoﬂs T - =
My Tasks "'__ -

Sort By: Name | Status | Dug Calendar @ English AAA

Past Due Exam -19)
0 Fesl Oue Exaniol (19 September 2011
) GempistedExampie (-7) T Global Tasks Personal Topic Assignment Tests

Sep E 20119 Go>> " ’
&% In Progress Example (9)
s M T w i F S
Not Started Example (13)
1 2 3

Activity Report Due to Ends - Ci Picni
Management (15) nds - Company Picnic
o

Items that you have not started.
“ Items that are in progress.
[ U items that are due today or past due.

-eemﬁie!ed-é*&meie ._s-':-- Lined out Items have been completed. Completed items will stay at the top, even when sorted.

4.3.5 SortTasks

Tasks are sorted automatically by due date, but you can re-sort the list to show the tasks alphabetically by name, completion status, or due date. To

interact with My Tasks, click the calendar tab from the main navigation bar and use menu on the left. Tasks sorted by status show completed items
first, then not started and then in progress.
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4.3.6 Add Tasks

Participants can only add personal tasks.

1. Open the calendar
2. Click the plus symbol at the bottom of the My Tasks menu

My Tasks

=

3. Complete the form (an example is shown at right)
4. Save

Appears on Calendar: ) yas @ No

Due Date:

Save

Below is a brief description of the fields.
Field Description

Title

Description Enter a description for the task, if desired.

Appears on Calendar

Due Date Enter the date by which this task must be completed.

Save

Close or ESC Click the close link at the top or press the ESC key to cancel the creation.
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4.3.7 Delete and Edit Tasks

Click the wrench at the bottom of the My Tasks menu to see a list of tasks. You can edit or delete tasks from this page.

My Tasks =

You can edit a task’s title, description, status, calendar presence, or due date.

There are three ways to edit a task.
Make sure to save your changes.

1. Click the name of the task from
My Tasks to open the edit task

page.

2. Click the wrench at the bottom
of My Tasks, and then click the
edit button to edit that task.

3. Click the name of the task on the
calendar. This will open the
manage tasks page. Click the edit
button to open the edit task
page.

Tasks
Title
! Past Due Example
Completed Example
In Progress Example

Not Started Example

Activity Report Due to Management

Return to Calendar

Issue Date

982011

8nm2011

o201

82011

92011

Due Date
9172011

2011

9/20/2011

10372011

10/572011

Status Complete Date

Not Started
Compilete
In Progress
Not Startea

Not Started

/82011

My Tasks

My Tasks ™
oz
3
Due - Not Started
Example
informetica

Below is a brief description of the fields:

Field

Title
Issue Date

Due Date

Complete Date

Delete

Edit
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This is the name of the task.

This is the date that the task was created.
This is the date by which this task must be
completed.

This indicates if the task is completed, in
progress or not started.

If the task is complete, this indicates the date
it was completed.

Click the delete button to remove a task.

Click the edit button to make changes to the
task’s title, description, status, appearance on
the calendar or due date.



4.4 Managing Calendar and News Events

This option is not available to participants.

4.4.1 Add and View Events
You can create events and announcements for other users.

Add and View: From the calendar, click the date for the new event to
open the View Day page, fill out the fields (described below), and then
save. Existing events, if any, will show up at the top. Item details, item
type and item message must all be completed to create a new event.

View Day

Another New Event

Starts: 9122011 4:27:00 PM Ends: 917/2011 427:00 PM
Testing if Org Mgr can edit events crealed by other user types.

Item Details

+ Name: New Session Starts
-

Start Date:|9/15/2011 End Dats; 09/15/2011
Item Type

* Choose Type: User GmupE]
+ Topic: | A Look at the Future j
* User Group: | Informetica Demo E]

item Message

The new fall session starts on September 15,
2011

Users

Back to Calendar

Site Managers: Click the calendar link, fill out the Add Event fields
(described below), and then save. Existing events, if any, will show up
under Event List and can be searched for by type and date.

Calendar
You are viewing: Control Panasl Calendar
Manage Events

Global  [=] [Mar [=] [2012[+] (GO >>

Event List
[T Global events show up in green 3/8/2012 - 3/8/2012 11:55:00 PM

Global events show up in green

Add Event

Start:
Type: Global  [=] End:

] Enable Time Range
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Below is a brief description of the fields:

Field

Search Events

Event List

Start Date
End Date

Enable Time Range

Choose Type

| Personal
Course
User Group
| Assigned

Message/Description

Users
Save

Select an event type, month, and year from the drop down menus, and then click the go button. site manager only.

A list of events for the current month shows near the top of the page. If there are no events for the current month, you
will see the message: “There are currently no items for this date. “
Add a name for your event.

Enter the start date for the event.
Enter the end date for the event.
You can add a time range to your dates by checking the box before “enable time range”. Site manager only.

Choose one type from the drop down menu. Note that not all options below may be available to you.

Personal When this type is chosen, it will create a personal event that only you can view;
available to all desktop users

Course When this type is chosen, it will create an event that all users enrolled to the product
selected from the Topic field can view;

available to campus admins, campus managers, user group managers, publishers, and instructors

User Group When this type is chosen, it will create an event that users belonging to the selected
user group can view;

available to site managers, campus admins, campus managers, and user group managers

Assigned When this type is chosen, it will create an event that only the users selected in the users

listing at the bottom of the page can view.
available to campus admins, campus managers, user group managers, and publishers

Global When this type is chose, it will create an event that every desktop user in the system can see. Global events are

displayed on the desktop calendar for most registered users as well as in the news box on user’'s homepage.
available to site managers

If you have selected course from the choose type field, then use this drop down menu to select the product. Everyone
registered to the selected product will be able to view the event.

If you have selected user group from the choose type field, then use this drop down menu to select the user group.
Everyone registered to the selected user group will be able to view the event.

Enter the text you wish to appear for the event.

If you have selected assigned from the choose type field, then this area will be populated with a multiple select box
based in the user groups you belong. Select which users you want to be able to view the event.
Click Save. Upon saving, the event will be viewable on the calendar by the selected users.
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4.4.2 Edit and Delete Events

Edit: You can edit the details on events that you have created. Click the Site Managers: Click the calendar link and then edit or delete events
event from the calendar to open the View Day page, click the edit button directly from the Event List. A list of events automatically shows for the
on the top right, make your changes, and then save. You cannot edit current month, but you can also use Manage Events to search for
global events that are set up by site managers. specific events and events in different months: select type, month, and
year from the drop down menus, and then click the go button.
View Day @ English AAA
Calendar

asioned By Org Mot [ Delete ] [Edit >>]

Starts: 9/15/2011 Ends: 11/15/2011

The 2011 fall session starts on September 15th. oo [g] [ [a] [292] (o)

Item Details Event List
Global events show up in green 3/8/2012 - 3/8/2012 11:5%:00 PM
* Name:
) Global events show up in green
L]
Start Date:|9/15/2011 | End Date: 9/15/2011

Edit @ English AAA
Hame: Fall Session Starts Save >>
Deles: Start g/15/2011

Wessage: The 2011 fall seksion starts on September

Delete: You can delete an event that you have created. Click the event
from the calendar to open the View Day page, and then click the delete
button on the top right. You cannot delete global events that are set up by
site managers.
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4.5 Product Forums

This view is not available to site managers.

Some Informetica systems use a forums feature. Click the name of any course from your home page to see the Utilities menu and then click the forum
link to open the forum board for that course. Everyone with access to the course will be able to read the forum posts.
e Post a new subject: fill out the subject and message and then click “Post”.

e Respond to a post: click “Reply” next to the post you want to respond to, create your message, and then
click "Post Reply”.

e Read full posts: click & (plus symbol) to read full posts. Course Results

Utilities (4]

Compile Course

Forum

Forum - WHMIS

Forum Moderator Course Chat
Subject Name: OAHPP Instructer

Email: jbruce@sencia.ca List
Message: 2

E! what happens if1 fail? Sebastian Brent
e Reply

2/28/2012 3:12:56 PM
What will happen if I fail the test? can | take it again?

Vhat happens if | fail? OAHPP Instructor

2/28/2012 4:59:48 PM

Hi Sebastian,

Retakes are allowed if you fail the WHMIS exam
() RE: What happens if 1 fil? Chinna Pravil
3/1/2012 9:24:35 AM

] How long is the certification for? Michael Keith

2/28/2012 3:08:15 PM
|'was just curious about how long the certification lasts for? Will | have to renew it or take the test again after a certain amount of ime?

RE: How long is the certification for? OAHPP Instructor

2128/2012 4:50:00 PM
Hi Michael

The WHIMIS certification is good for 1 year and the course must be taken annually.
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5.Catalogue

The catalogue, if utilized on this

system contains a list of all of the . Participant wircike@sencia.ca Profile | Help | Logout
products (courses, topics, etc.) that lnformetlm
L. . Home Calendar Product Catalogue Transcript Certifications Search My Progress
you are eligible to register for,
including products that you are Quick Register Product Cetalogue
already enrolled to. The catalogue el Adapting Your Style Status: Approved
will often also contain a short
d ioti f h duct. This tab View This program explains exactly how to coach in each
escription or €ach product. fhista - subordinate situation ... rookie, contributor, key player, and
i i atalogue captain. It also explains the gotchas that can harm the process, y
is predominately used by My Regisirations and what to do about them. NOTE: It is highly recommended .
participants. that the Coaching program series be viewed in order the first f
time through.
Filter Reset
Category
LAl _
Type Al I .
sﬁs T é After the Presentation
Instructor All =]
Keyword Hooray! Your presentation is finished! You're done, right? Not .
so fast. Watch this program to learn what you should do once -
Go your presentation is finished.
Courses
Financial Sevices & @ Age Discrimination in Employment Act
Banking Essentials
& =
o The Age Discrimination Act is predicted to become the basis for
— increased litigation in the American workplace as baby boomers
ModRg o0 i3 age. Can you fire someone over 407 Will you lose a lawsuit if
- 3 you do? You owe it to yourself to understand this law.
Negofiating
Supervision
Workplace Safety and 0
Hazards
Ace Your Job Search!
Active Listening
Clean Hands for Long- £
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@ Some systems are set up so that participants can select items from the catalogue and register for the items they are interested in. Systems
may be configured to give participants immediate access when registering in this manner.

The approved status indicates that you are currently registered for this course.
Sials:Pendng: The pending status means that a site manager has to approve your registration for before you can access the item.

S Expire o .
The expired status means you no longer have access to a course due to an expiry date.

You can change the view of this catalogue by using the view menu on the left. Catalogue is the default view, as discussed above. My Registrations will
change the view to show only the products you are enrolled to.

My Registration

My Registration page allows you to review your current registration information.

Topics

My Topics Status Exception Registration Date

A Look atthe Future Pending | Drop No N/A

Green Defensive Driving Course Approved No 117272010 3:24:26 PM

WHMIS Approved No 11/2/2010 3:24:19 PM
- Select Topic —- E Register

From here you can drop pending products by clicking the (drop button) and use the drop down menu to register for offered products.

Account Types menu E] |h_eg|;t;r|
—- Select Topic - |

Informetica Sample Course
PL01-Attendance Policy

PLO03-Snow-Closure
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Filter and Search

You can filter the items you see in the catalogue by the category they belong to, the product type or their status by using the drop down menus. You
can also search for specific products by keyword. Note that not all filters mentioned below may be visible on your system. Below is a brief decription
of filter options. Below is a brief description of the fields:

Filter Reset
Category Category
Type

= Type
Status

— [=] Status
Keyword

Keyword

User Group
(not
pictured)
Instructor

(not

pictured)

If products have been bundled into categories, this filter will find only the courses listed under
selected categories in the catalogue.

For systems that use more than one product type, you can filter to see only one type at a time.
This filter is automatically hidden on systems that use only one product type.

Users can filter the list to view only offerings based on one of the four statuses: approved,
pending, expired or not registered.

Users can enter keyword to help them find offerings in the catalogue. The system will search both
the titles and descriptions for the search term.

This will allow desktop users to filter to see any items within a selected user group that they are

allowed access to. This filter can be turned on or off for your system.
For systems that make use of the Instructor Led tools, this filter will allow users to filter to see only

items led by a specific instructor. Note that this filter is automatically hidden for systems that do

not use the Instructor Led tools.
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5.1 Edit Catalogue

This option is available only to publishers and campus admins.

Publishers and campus admins can add an image and a description for products in the catalogue page. This will be seen by anyone viewing the
catalogue. It also affects the descriptions on storefront for clients using Informetica’s e-Commerce feature. Navigate to the manage assets page, by
opening a product and then clicking the wrench tool. Click Edit Topic Content under the options menu. Click Catalogue under the properties

section of the left side menu.

Options

_# Edit Topic Content

© |Creste .. [

Vs Select All

@ Delete Selected
|:_'_] Copy Selected

2B Reorder

: Update selected status [E]

Details Edit

Page Title:

Grezn Defensive Driving Course
Menu Title:

Green Defensive Driving Course
Forum:

None Change

Published:

Forever

Expires:

Never

Automatic Approval:

No

Provider:

Show Overview:

Yes

Properties

Catalogue Description

Green Defensive Driving Course. Edit Catalogue Description @ English AAA

d an image that your Participants
talogue (dictionary term) of the

Image:

Select One [=]

Description:

The Green Defensive Driving Course ams to help you become a better and safer driver. The online course is designed for both beginning and
P ed drivers, and pi the ge to help you prevent collisions.

The course consists of 8 mandatory modulés and 2 optional modules with interactive activities and a final test

Note: The Green Defensive Driving Course can be customized to meet your organization’s needs!

This course, developed by Stantec's Learning Products and Solutions group, provides an opportunity to leam

What is involved in driving defensively

Why and how various types of molor vehicle coliisions occur.

What it takes to prevent collisions.
How to reduce the environmental impact of driving.

Select an image, if needed. Images must be previously loaded into the product’s media library. Edit the description as needed, and click the save
button at the bottom when finished.

informetica
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6. Grades and Certifications

Topics Covered in This Chapter

6.1 Transcript
6.2 Certifications
6.3 My Progress
6.4 Curriculum

Your system may have any of the above three configurations or a combination of them to show participants their grades and progress towards
certifications. Remember that your system is customized so the default names of the tabs mentioned below may be different than what you see:

6.1 Transcript

‘_J; Home | Calendar Topic Catalogue :I Transcript I Certifications E Search |

Transcript @& English AAA

+ | Green Defensive Driving Course
+ | Informetica Sample Course

+ | WHMIS

The transcript or grades tab shows you a list of the courses that you are registered to as well as which gradable items within the course (assets) you
have attempted or have not yet attempted. The transcript will also show you the number of attempts you have made for each gradable item within a
course and the grade or mark, if applicable, that you received for each attempt. Click *' (plus symbol) to expand the details of a course and view the

individual gradable items within that course. The transcript will not show any grade information if you have not yet attempted the course or if there is
no gradable content in that course.
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_- | Green Defensive Driving Course

My Results Requied D2Y®  Take# Date tHghest Passed  Launch Test
Date Grade

Module 3 Quiz N 1 3312011 80% Details  Yes Launch

Module 4 Quiz N 1 11/2/2010 22% Details  Yes Launch
No

Assignment M i Launch
takes

- | Compliance, Diversity and Discrimination
-| Retaliation
2 Due Highest Launch
#
My Results Required Date Take Date Grade Passed Test

No gradable items

Below is a brief description of the fields pictured. Your transcript may have additional information not mentioned here:

My Results Shows the name of the individual gradable item (asset) within the product (course). If there are no gradable items in the product,
then the transcript will read: No gradeable items and the rest of the fields described below will be blank.

Required This indicates if the item is required as part of a curriculum. This field will show as either N (no) or Y (yes).

e N shows when there is no curriculum requirement.

e Yindicates that the asset is a curriculum requirement.

Items with a due date have a deadline for completion.

Take # This is the number of attempts that you have attempted the item. The most recent passed attempt will show over other attempts.
e If you have not attempted the asset, then the field will read “No takes”.

If you have started the item, but not yet completed it, then this field will show Take # 0.
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Field Description

Date
sleiEHE€EEe 5 This shows the best mark that you have received for the item.

Details

Grades Details

Details for Jason Bruce
TE2.0
Agset: Practice Quiz-J
Take #1
Required: 65 Grade:0)  Passed: No

Section Date Incorrect Responses Total Questions
Section 1 10/25/2011 11:53:33 AM 6 13
Take #2

Required: 65 Grade:0  Passed: No

Section Date Incorrect Responses Total Questions

Section 1 10/25/2011 1:33:01 PM 6 1"

Passed

Launch Test Click launch to go straight to the test item and attempt it.

informetica Page | 39



6.2 Certifications

The certifications tab will show all progression of any certifications that are you working towards, if
applicable. Note that not all systems or courses use certifications, so this feature my not be available to
you. If your system uses certifications, then they are obtained by you after you have completed the
requirements to become certified in specific courses. Click the name of a certification to reveal which
items and requirements you need ta pass in order to achieve the certification.

Required Products

RULE: 1
You must pass 1 of the following items

Demo 09/13/10 - Jim's Evaluation (75%)

l Home | Calendar | Catalogue

Certifications @Engish AAA

My Progress

Certifications - Currently Active
Cefensive Driving Certification

0%
Geriatric Studies

0%
WHMIS 201

Dt e ey 1007

Certifications - Achieved

Certification Name Date Earned Date Expires

WHMIS 201 2/29/2012 9:38:28 AN

Below is a brief description of the fields:

Certlflcatlons Achieved Shows a list of all certifications that you have completed.
_
Certlflcatlon Name Indicates the name of the certification that you completed.

_
Indicates the date that your completed certification expires, if applicable.
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6.3 My Progress

My progress combines the features of
the transcript tab with the certifications Home | Calendar | TopicCatalogue | Search
tab, showing the progression of

My Progress
certifications within a progress bar. See

transcripts or certifications above for +|Informetica Sample Course
more details on each. My progress is not =) whnis
enerally used when either the
9 . y o My Results Required g";:; Take# Date g:,ghdzs‘ Passed  LaunchTest
transcrlpt or certifications features are
available, but every system is different. Module 2 - Review Quiz N 1 11/2/2010 Details Yes Launch
Module 5 - Product
e N 3 11/2/2010 Details  Yes Launch
Module 7 - Final Test N 6 11/2/2010  90% Details  Yes Launch
Certifications - Currently In Progress
2010-2011 Safety Compliance Training Certification
] 50%
Defensive Driving Certification
P 3%
WHMIS

v . 100

Certifications - Achieved

Certification Name Date Earned Date Expires
11/2/2010 4.
View WHMIS 9:13:44 PN 11112012 2:13:44 PM
<< Back
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6.4 Curriculum

Some systems use a curriculum feature that lets you filter to see required tests and when they are due. Select theMy Progress or Transcript tab at
the top and then use the filter options at the left. Under Curriculum, you can change the drop down to Show Required. In the example below, the
participant filtered to show only required items. This participant has over 30 enrolments, but only WHMIS shows as required. You can also see that
there are 3 tests, but only 2 required tests (the practice quiz is not required). Required tests have a Y in the required column.

J Home H Calendar u Catalogue I Certifications I My Experience My Progress Search I
My Progress
Filter y B
Publish Status
[Published
Curriculum
- | WHMIS - 3/24/2014 2:48:00 PM
H 1 M R | i Take # P nch T
mrmetlm ly Results equired Due Date ake Date assed Launch Test
Module 2 - Review Quiz Y 3312023 No takes Launch
Module 7 - Final Test - , i P Sl .
Test by Question Y 313112023 No takes Launch
Practice Quiz WHMIS N No takes Launch
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7. My Experience

Participants can add their own training events that can then be approved by a manager. Participants can track their practical experience and personal
development plans such as project management experience, flight logs, offline certifications, or other qualifying activities.

The experience log can be configured to track experience within a web form, by uploading supporting documents (i.e. PDF or word), or a
combination of both. Authorized managers are provided with tools for reviewing and endorsing emplloyee experiences as qualifying activities.
Managers may also promote employees to up to four levels of pre-defined experience progression.

Topics Covered in this Chapter

7.1 Add Experience and Submit for Approval
7.2 Approve Experience
7.2.1  Experience Filter

7.1 Add Experience and Submit for Approval - A ~

1. Click the My Experience tab from your main navigation area to open the experience log.

2. Enter your hours for the current level. This can be done all at once, or a little at a time. You can also
change the level at the bottom of the form.

3. Submit your hours for approval after you have met the requirements.

4. Your manager will review your submission and you may get an email to say if the level was approved
or not approved.

5. Proceed to the next level, if applicable.

Configuration of the
experience log is customized
for your specific requirements,
so while it will not look like
exactly like the examples in
this chapter, the functionality
is the same.

N /
Y
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informetica

Calendar | Catalogue Certifications

Level 1 My Experience @ English AAA

Hours Required: 264 Your Approving Manager: Eric Jackson

Hours Reported: 264 Your Experience Towards: Project Manager

Status: Approved

Feedback :

Hours of Experience for Level 1 Current Status: Approved March 11, 2013
Level 2 o : : .
Phase: Definition Planning Execution Delivery

Hours Required: 264

Hours Reported: 269 ® Project Management 12 14 48 4
Status: Pending Approval O | costManagement 4 10 4
Eeedback &

= Time Management 4 ) 8 4

Level 3 % Quality Management 5 12 48 -
Hours Required: 264 g Contract Administration 4 16 5 2
Hours Reported: 0 o

Status: Not Submitted Say/ M magement 3 20 15 4

Total Hours: 264 Minimum Hours Required to Complete Level 1: 264

Level 4

Hours Required: 264

Hours Reported: 0

Status: Not Submitted Supporting Documentation

Project Project

in.formeti o Create Date Project Name locakon Type Attachment

March 11, AAA Wind Farm, . Bhssarch .,
2013 Inc Thunder Bay, ON New Client _

ot e 7] (@ ot

Options | ~
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Iltem

Levels

e Hours

e Status

e Feedback
Approving Manager

Your Experience Towards

Hours of Experience
e Current Status
e Function/Role
e Phase
e Total Hours
e  Minimum Hours

Supporting
Documentation
e C(Create Date

e Project Name

e Project Location
e Project Type

e Attachment

e Options

=]
=.
]
-
Q.
[
wn
n
=.
-]
=
=]
=
o
-
~+
=
]
-
]
=
3
Q
=
[]
Q
("]

You can have up to five levels of experience tracking and approval. Change the level that you are viewing at the
bottom of the form.
Hours required and hours currently reported per level.

The current status of each level of experience.

1. Not Submitted (default status)

2. Pending Approval (waiting for manager review)

3. In Review Process (manager has started reviewing)

4. Approved (status applied by manager)

5. Not Approved (status applied by manager

View your manager’s message after you have submitted hours.

Name of the manager responsible for approving your experience.
The type of experience you are logging (i.e. project management, flight logs).

Enter the hours you have applied towards the project.

Shows the status for this level and the date the status was applied, if applicable.
Specific to the type of project you are working toward.

Specific to the function and roles of the project you are working toward.

The current hours you have entered towards this level.

The minimum hours required to complete this level.

Add details regarding to the hours you entered and upload supporting documents, if applicable.

The date the supporting document was entered.

The name of the project you are working on.

The location of the project (e.g. city, corporate facility).

The type of project you are working on (e.g. new client, service request).

Upload and view supporting documents (e.g. client contact list, signed service requests).

Click options to view, edit or delete your supporting documentation.
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7.2 Approve Experience

A user who is assigned as the authorized approving manager may approve or not approve experience logs that have been submitted.

informetica

Filter Options
Application Status
all

My Experience

First Name Last Name

Last Modified

A

@B Engish AAA
Generally, anyone who is

Status

Application Level View 31172013 Allan Baker Level 1 Approved assigned as the approving

all [+] View 31112013 Allan Baker Level 2 Not Approved

First Name: 3172013 Allan Baker Level 3 Mot Submitted manager can dO SO, regardless
31172013 Allan Baker Level 4 Not Submitied of user type.

Last Name: View 31172013 Thomas Aiken Level 1 Approved

View 3n12013 Thomas Aiken Level 2 In Review Process \ j
311172013 Thomas Aken Level 3 Mot Submitted Y
Firer | Resel 3112013 Thomas Alken Level 4 Not Submitted

1. Click the My Experience tab from your main navigation area to open
the experience logs for the users that you are managing.

2. Click "View" to open the selected user’s submitted experience: Click
“Options” to view any supporting documentation.

3. Review the submission and click “Approve” or “Do Not Approve”,
leave optional feedback for the user, and then click “Confirm”.

4. Emails can automatically be sent to the user to let them know if the

level was approved or not approved.

informetica

My Experience

Applicant: Thomas Allken

Application Level: Level 2

Date Submitted: 3/11/2013
Experience Towards: Project Manager

Hours of Experience for Level 2 Current Status: In Review Process

Level 2
Hours Requited: 264

Definition Planning Execution Delivery

Phase:

Hours Reported: 269
= 9l Project Management 22 27 | 105 12
Eeedback é} Cost Management 5 1 | 1
Level 3 7 it : | 5 3.
264 g | Quall',' Managemam 5 2 | 17 27
Hours Reported 0 S | Contract Administration 4 | 1 2
Status: Nof Submitfed i : - { ! -
Safety Management 3 6 | 12 4
Level 4 Total Hours: 269 | Mini Hours R d to Comp Level 2: 264

Hours Requined: 264

Hours Reported: 0

Status: Not Submited
Supporting Documentation

Froject

Location

Thuncer Bay, ON

Project

Type Attachment

Project Name

March 12,
20m3

AAA Wind Farm
Phase 2

« Approve | 3¢ Do Not Approve
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Brief description of the approval page

View Click view to see the submission for a user’s experience. View is available for any experience that has been
submitted (approved, not approved and pending statuses).
Last Modified The date that the experience was last modified. For example, for submissions that were not approved, updated,
and then submitted again, the date will update each time changes are made to the log.
The user’s first name. Click the name to see the user’s experience submission.
The user’s last name. Click the name to see the user’s experience submission.
Indicates which level of experience the user has submitted.
Status 1. Not Submitted (default status)
2. Pending Approval (waiting for manager review)
3. InReview Process (manager has started reviewing)
4. Approved (status applied by manager)
5. Not Approved (status applied by manager

7.2.1 Experience Filter

Use the filter options to narrow your list to specific user experience. By default, users are sorted alphabetically by Filter Options
Last Name. You can filter by the status of the submission, the level of the experience, or by first or last name. Application Status:

Pending Approval El

Application Level:

First Name:

Last Name:

Filter Reset
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