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Reassigning Licenses

1. From the Administrator Home screen, under “Your groups & users”, change the “All
User Statuses” to Active Users.

Your groups & users

To activate, deactivate, add, delete, or send email to a group or user(s), select the group or users and click Manage
Groups or Manage Users located in the last column of the table. To quickly activate and deactivate a group or user(s}, use
the drop-down menus in the table. When a group is activated or deactivated the users in the group will either gain or lose
access to the lynda.com library. To edit a group or user, click the pencil icon.

Filter By

Search

Groups:

Users: |AII Registration Statuses

[All Group Status

All User Statuses

Inactive Users
Active Users

2. Click the dropdown next to the checkbox of the group you want to edit.

|

Group Mame 4 #Licenses #Users #Active Users #Users Not Req. Group Status Mznzage Groups w
b OMESIS 15 14/ 32 14 13 ()
TOTAL: 15 14 / 32 14 19

3. Click Last Login to sort the active users from oldest to most recent.

Fhctive Users

FUsers Not Req. Group Status

Manzage groups w

|:| Group Name+4 Zlicenses  £lUsers
[« OMESIS 15 14 /32
First Name Last Name Email
1| Jobhn Burks johnny. burks @
[] Randy Keyes randall keyss§
[ misty Chancelior misti chancellc
|:| Amy Powe amy.powe@or
|:| Niquita Clark niguita.clark@
|:| Jessy Papaly jessy papaly@
[ Gleria Scott gloria.scott@o
|:| Jeffrey Carlisle jeffreye @healt
[] Rnonda Spain Rhondsgs@hs
|:| Christopher Mayo christopher.me
C» 12
TOTAL: 15 14 f 32

14

Reg. Status

Mot Reg User
Mot Reg User
Reg User

Reg User

Reg User

Reg User

Reg User

Reg Sub-Adminis
Reg User

Reg User

Items per page:

14

19
Last Email User Status Last Login
12/07/2015 01/07/2016
12/02/2015 01/13/2016
12/07/2015 01/20/2016
12/07/2015 D1/26/2016
11/20/2015 0311872016
12/01/2015 0712172016
01/29/2016 0B/02/2016
12/07/2015 DEE2016
10 v 1-10 of 14

19

4. Change the User Status of the user you want to deactivate to Inactive.

|:| Group Mame4 Z#Licenses #Users #Active Users #Users Not Req. Group Status Manage Groups w
[+ OMESIS 15 14/ 32 14 19 (]
First Name Last Name Email Reg. Status Last Email User Status in4 Manage Usersw
|:| John Burks johnny.burkz@ | Mot Reg User Active
|:| Randy Keyes randall keyes§ | Mot Reg User
|:| Misty Chancellor misfi.chancellc| Reg User 12/07/2015 o1
|:| Ay Powe amy.powe@or | Reg User 12/02/2015 011132018
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5. A confirmation window will appear. Select whether or not you want to notify the
deactivated user and click the ok button.

Confirmation - Deactivate user(s)

6. To add a new user, open the group to which they will belong. Click the Manage
Users dropdown and select Add user(s).

I Group Mame4

[+ OMESIS
First Name
Randy

Misty

Amy
Miguita
Jessy
Gleria
Jeffrey
Rhonda
Christopher

Andrew

oooooooooo

]
\i»)

TOTAL:

#Users Not Reg. Group Status Manage Groups w

15 13 /32

#Llicenses  #Users #Active Users
15 13/ 32 13

Last Name Email Reg. Status
Keyes randall keyesg Mot Reg User
Chancellor mistichancellc Reg User
Powe amy. powe@or Reg User

Clark niguitaclark@ Reg User
Papaly jessy.papaly@ Reg User

Scott gloria.scott@o  Reg User
Carlisle jeffreyc@healt  Reg Sub-Adminis
Spain Rhondags@h: Reg User
Mayo christopher.m: Reg User
Hester andrew.hester Reg User
12

13

Last Email

12/07/2015
12/02/2015
12/07/2015
12/07/2015
11/20/2015
12/01/2015
01/25/2016
12/07/2015
12/07/2015

Items per page:

19 o
User Status Last Login4 Manags Usersw
Active

Add user(s)

Active Activ
Active
Active
Active . )

Email instructions to reset
Active password
[Aetive |
[Active_|

Delete selected user(s)

Send emai

1-10 of 13

19

7. Complete the user information in the Add user(s) window. When all the information
has been entered, click the add user button.

Add user(s)

First Name: Ty

Last Name: Davis

Group Name: Fonda Logstor's Group

Email: |ty daws@omes ok gol

8. If prompted to send a registration email, click the yes button.

We highly recommend sending Registration Emails to new users. To
access the lynda.com library, your users must register and create a
username and password. The Registration Email provides
instructions to your users for completing this process.

Do you wantyjo send Registration Emails now?
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9. The email template page will appear. Ensure the email looks okay and click the
send button.

Email content

Subject: Welcome to lynda.com online training

Body: Dear %UserFirstame% %UserLastName,
Welcome to lynda.com, a vast online library of engaging video tutorials that can
help anyone learn software, creative, and business skills. %AdminFullName®%, the
Iynda.com administrator at %OrganizationName%, has initiated the creation of

your account.

To complete your registration and get started, click the link below and enter the
Group Code % GroupCode%s.

%%lyndaComRegistrationURL%
To learn about navigating the site, exploring helpful features, finding specific
instruction, and more, view a welcome video and watch the How to use lynda.com

course.

If you have any guestions, contact %sAdminFullName%. Or contact us at the
lynda.com customer service office in your region.

Approve users to send email

[[1BCC me on email (Only one copy will be sent to your email address)

Recipients list: 1 user selected HEDhEE i 2

lyndsFra hems S2nd Email

Running Course Completion Reports
1. From the Administrator Home screen, hover over the Administration tab at the top of
the screen and click View reports.

sy lovestments <= Okishoma State Empl. @ Timeshest % OneDrve () PPM Logon

Lynda.com
= Browse the library - lyndaPro

D

We're excited to announce a new
someane follow 3 custom leaming
more, visit the Resource Centes

Welcome back, Fonda Logston

2. Click the Usage Reports tab.
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3. Click the Choose a Report dropdown and select Certificate of Completion.

4. Click the Choose a set interval radio button and select Last Month. Then click the
apply button.

Lynda.com

= Browse the library

aPro reports as a master admin

Certificate of Completion

5. Open a new web browser and login to ELM.

6. On the menu on the left, click Enterprise Learning. Under Enterprise Learning, click
Learner Tasks and then click Add Supplemental Learning.

I Base Havigation Page U+

€ )T @ hy ok.gov

8 Mast Visited @ Getting Stored @ ELM 3 E“TRADE FNAN
ORACLE"

Learner Tasks
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If you have the employee’s Employee ID Number, you can enter it in the Employee

ID field and click the Search button.

7.1.If you don’t have the employee’s Employee ID Number, enter the employee’s
first and last name into the Learner field and click the Search button.

Search:
®

7.

[- My Favorites
[ Self Service
[> Manager Self Senice
f~ Enterprise Learning
[» Instructor Tasks
= Learner Tasks
— Enroll Learners
— Administer Activity Rosters|
— Administer Program
Rosters
— Maintain Approvals
— View All Learning

Supplemental Learning - Find Learners

Search for an individual to enroll by entering the individual's name in the Learner
field or by entering learner employee 1D

Learner Search Details
\ Q
Employee ID: Q,

Learner:

Search | Reset |

9. Click the Type dropdown and select External Learning. Then click the Continue
button.
!

IV nddsupplemental Learing % \OR
€)Ca
(8 MostViited @ Gtting Stried @ ELM - ETRADE FINANCIAL - ) Fidety Imvestments = Oklshomss Stae Empl.. @ Timesheet

ORACLE’

sming.ok.gov/p

Search:

I+ My Favores

M

10.In the Supplemental Learﬁing window, fill in all the required fields utilizing
information from the Certificate of Completion report.

Supplemental Learning

My Faortos
Selt Service
Manage:

Notfcations

© User Profiles

b o

Repo
lo Worklist
i Applicati
i Reporing
o Pa

el
Mass Eneoliments

- Loarning Objectives
1 Financia Deaits
 Lnaming Rasoureas

ria/Processes

gnostics
1

%)

Supplemental Learning

Ken Garrett, Specialist, Enterprise Programs
is leami

Leaming History seledt e appropriate ype of leaming

Keri Garrett, Specialist, Enterprise Programs

*Descripton;

*Status:
Trpe:
*Stant Date:
*End Dote:
*Location:

* Sty Hours:

“Travel Hours:

s |

d

11.0nce you have filled in all the necessary information, click the Save button.
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