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	Create an Item
	Create an Item for the Agency’s English and Writing class.  The title is: English and Writing and it is instructor-led.  
	Title: English and Writing
Type: Instructor-led

Description: Communicate better by improving the clarity of your business writing.
Audience: All employees.

	Create an Item
	Create an Item for Positive Approaches to Difficult People.  Open to all
	Title: Positive Approaches to Difficult People
Type: Instructor-led

Description: Learn approaches for maintaining your composure, methods for clarifying underlying issues and strategic questioning and listening techniques to discover what motivates difficult people.

Audience: Managers, supervisors, team leaders

	Create a Scheduled Offering
	Create a Scheduled Offering for the English and Writing class .
	Date: Choose today’s date.
Duration: ½ hour

Time: Choose current time.  End the session in a ½ hour.
Participants: minimum 8

Maximum 25

	Scheduled Offering
	Register users
	Register 6 users for the English and Writing class.

	Extra Credit: Record Learning
	Using the “quick links” at top of screen, Record Learning for the English and Writing class participants.
	Hint: Scheduled Offering

	Reports
	Pull a class roster
	Course:  English and Writing class


	Record Learning
	Using the Learning Event Recorder, give credit to users. 
	Course: Writing for Professionals

Vendor: Fred Pryor Seminars

$199

	Record Learning
	Using the Learning Event Recorder, give credit to users. 
	Course: Advance Excel Training

Vendor: The Learning Tree

Cost: $289

	User Needs Management
	Add an item to a user’s learning plan.
(think about everything you learned when completing this task)
	Title: Communicating for Results

Required Date: 6 months from current date.
Source ID: Agency

	User Needs Management
	Remove item from user learning plan
	Title: Communicating for Results

	User Needs Management
	Assign mandatory Ethics training to user
	Locate item and assign two courses to user.

Item ID: DA-Ethics

	Reports
	Pull Learning History for user
	Pick a user, (or self) and pull learning history report

	Reports
	Pull Certificate of Completion
	Pick a user, (or self) and pull certificate of completion.  

(check history and pull an item)

	Reports
	Pull Item Status Report 
	Item: English and Writing



