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Reassigning Licenses
1. From the Administrator Home screen, click the Organization tab on the left.
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2. Select the box next to the user(s) to delete. Refer to the Running Usage Reports
section to determine which user(s) to delete.
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3. Click Delete user.
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5. Click Invite new user.

6. In the “Invite via email” window, enter the email of the new user in the top text box
and select the new user’s team from the dropdown (if applicable).

7. Click the Send licenses button.

Running Usage Reports
1. From the Administrator Home screen, click the Reports tab on the left.
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2. Click LAST LOGIN to sort the users from oldest to most recent login. Take note of
all the users who have not logged in in the last 30 days.
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3. If necessary, reassign unused licenses to other users. Refer to the Reassigning
Licenses section.

Running Course Completion Reports
1. From the Administrator Home screen, click the Download report dropdown in the
upper right corner.
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2. Select the Content Report type and the Last 30 days Date range. Then click the
Download report button.

3. Open the file content_summary.csv.

C:hUsers\32458 T AppDatatLocal\Temphok-omesl_content_30d_20160922.zip\,
File Edit View Favorites Tools Help
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Add Extract Test Copy Move Delete Info

T (@ c\Users\324587\ AppData\Local\ Temp'ok-omesl_content_30d_20160922 zig,

Size Packed Size Modified '

16 432 2517 2016-09-2215:09
ummary.csv 16 432 2788 2016-09-22 15:09

4. The report should open in Microsoft Excel. Perform a sort of Column O, largest to
smallest.

content
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5. Each employee with a 1 (100% complete) in Column O will need the course added
to external learning in ELM. Open a new web browser and login to ELM.
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6. On the menu on the left, click Enterprise Learning. Under Enterprise Learning, click
Learner Tasks and then click Add Supplemental Learning.
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7. If you have the employee’s Employee ID Number, you can enter it in the Employee
ID field and click the Search button.
7.1.1f 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:
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[ Self Service

> Manager Self Senice Search for an individual to enroll by entering the individual's name in the Learner
> Enterprise Leamning field or by entering learner employee D
[: Instructor Tasks
= Learner Tasks

— Enroll Learners

— Administer Activity Rosters| Learner: | [}

— Administer Program
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8. Click the Add butthciﬁ'"r‘iext to the employee you wish to edit.

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

I T hdd Supplemental Leaming % |

€ oa ——

ORACLE’

Searcr
b Wy Favortes Supplemental Learning
| SeffSentce

Keri Garrett, Specialist, Enterprise Programs
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10.In the Supplemental Learning window, fill in all the required fields utilizing

information from the content_summary.csv file.

Supplemental Learning

I My Favarnes
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© Learning Reports.

1 Financial Reports

Keri Garrett, Specialist, Enterprise Programs
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11.0nce you have filled in all t"ﬁé-necessary information, click the Save button.
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