UC LEARNING CENTER:

Instructor Guide with Roster
Navigation




Log into
http://Ims.ucdavis.ed
u

From your homepage,
click “Self” icon, click
Learning, click
Instructor Schedule

DASHBOARDS
PROFILE

LEARNER DASHBOARD
LEARNING

Favorites

Learner Approvals
Learning Activity Evaluations
Messages

Self-Reported Training
Training Schedule
Instructor Schedule
DEVELOPMENT
REPORTING

® SIGNOUT

The first view you will
see is “Current
Activities.” This is the
list of “e-courses” and
“ILT Courses” (the
top-level container)
for all courses that

INSTRUCTOR SCHEDULE

activities you are scheduled to teach. Use the View st to see current and upcoming activities, previous actvities, your pending requests, and a calendar view of all confirmed activities

@

Search:

i
- cote Regon Requested By p— Endoote contit bk you are listed as an

&8 wu cafis o instructor. This

e et example shows

. 2 Upcoming Activities

26 - LT s DAC-CM0231-031318 a8 BRANDEE MEAD 3132018 1372018 No confacts found.

1|Instructor Guide

UCDAVIS

STAFF DEVELOPMENT anp
PROFESSIONAL SERVICES



http://lms.ucdavis.edu/
http://lms.ucdavis.edu/

To view enrollee

[} = 7)Y .. .
activity, click people

INSTRUCTOR SCHEDULE icon —
Thisis a list of activities you are scheduled to teach. Use the View list to see ¢
Search: Help
Activity «
—> @ur oy ILT Class: Conducting Culturally Inclusive Trainings
2 G 8 ILT Class: Diversity Awareness for New Supervisors
2 G o ILT Class: Intercultural Recruitment and Selection
2 G tht ILT Class: Leading and Managing in a Multicultural
Community

Once open, you can
filter the view with
the Filter by Status
dropdown —to see all

CONDUCTING CULTURALLY INCLUSIVE TRAININGS (3/8/2018 - 3/8/2018)

e currently registered,
. ™ @) S v e+ | click Registered
St (@) - ] —

Conducting Cultural... 1-106f 33 Pagelofd » ¥ GoTof > Show Records: 10 || ]
. . | CAUTION: if you use
N Fumn'!dw : - e Selected tems: 0 \R;(m E]

‘a = the Status filter, you
MName . User Numb._. Status Date Score Duration Passed Completed Sly\ature .
s e == | will alter the

enrollment status -

Fulfilled By Activities =

[ Reports

If you would like to
print a copy of the

Instructions

To view the roster of other activities in

(s, el e e T Roster, click ACtiVity
Conducting Cultural... Sign-in Sheet

e Click Export to PDF,

then click File -It will
+ No links for curren
activity. ' Open'
Click File (top left
S
SETETES corner) Click Print
Diplema

+ Activity Name Tent
« Activity Evaluations
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B e ; Once the roster
T (@) [ovmee. ] FierbyStatss AL ver o) gppears, you can:

the tree, click the corresponding link

. i @G Click the check boxes
next to participant
names, then click the
(@ar V) Send e-mail button to
= send an e-mail to the

Conducting Cultural...

[ Name . User Numb... Status Status Date Score Duratian Passed Completed Signature
T Hy Mis Staty
| Fulfilled By Activities = | rs Min atus

+ Na links for

1233458 Canceled 124122017 2:28,08 PM PST

selected participants
HE— v e OR
O mets s conpons e e Click on the View
o drop-down to look at
P waiting list
O mADRIAN GALIN 895043 Registered 111512017 4:32:12 PM PST CIICk on the icon that
e o ﬂ I Io?ks like a r'Jrinter to

s+ print the waitlist

Click on the icon that
looks like a table with
a green arrow coming
out of it to export to

Excel
a SumTotal -- Webpage Dialog E When expo rt|ng to
@ hitps://uc.sumtotalsystems.com/sumtotal/app/SY5_ModalDialog.aspx?Path=/sumtc & Excel' you Wi” get a
Export pop-up box asking for
options. Leave the
Pages to Export
Export items from all pages or the current page only. default answers.
@ All pages. (@ Current page only @ Custom | 1-1495
. Click the Next button
File Type

Export the records in MS-Excel (xls) format or character delimited text (csv) format.

@ M5-Excel (@ Character delimited text

Next Cancel
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| SumTotal -- Webpage Dialog

| After a few seconds

& hitps:/fucsumtotalsystemns.com/sumtotal/app/SYS_MeodalDialog.aspx?Path=/sumtc @ (depending on how
Export large the file is, you
Exportng date will get this screen.
o e e s 5 15 Click the “File 1” link
To download a file, dick the link:
A new tab will open in
oK the browser.

Click OK to close the
dialogbox.

5 SumTotal - Activity Roster | (= sumtotalsystems.com | .
& sumTotal - Activity Rost x‘—_ Click on the new tab,

ile  Edit View Favorites Teeols Help

s [ UC- At Your Service &]TRS &7 ARMIT Help & Web Slice Gallery £ SumTotal Login & LDAP Lookup [ IT Helpdesk () Benefits  Mediati hlghllghtEd In orange.
Activity Roster

Hazard Communication

Activity Type: eCourse Location: None

Code: DACS-UCLOLOD12-5AFSVC Tnstructor: BERNADETTE P TANO;

Show Mare Details Vendor: None

Minimum percent: 80

Note: Completion information that comes directly from the content can override manual roster changes for some online activities.

Instructions Search: Help

Fitter by Status: All
To view the roster of other ©

activities in the tree, dick the

orrespondi <
carresponding link. Records 1-10 of 1495 Page 1of 150 P M Go To Pa

Hazard Communication

Click on the “Open”
option and the roster

What do you want to do with WIII open in excel
{C476336E-660E-4AE6-823F-96E638B60374} xls?

Size: 292 MB
Type: Microsoft Excel 2003
From: uc.sumtotalsystems.com

<+ Open

The file won't be saved automatically.

< Save

< Saveas

Cancel
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