Last updated 03/25/2024

Administrative
Organization Management

Purpose: Administrative Roles with Access:

With the Administrative Organizations feature, « Administrators (general)
TRAIN administrators can grant

o ] ) .g - « Course Provider Organization Manager
administrative course privileges to a specific

organization.

Administrators can create new administrative
organizations, manage their members, assign
course report manager and course provider
roles, and associate new organizations with
specific courses.
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Administrative Organizations Management (continued)

Navigate to Organizations

Go to the (a) Admin menu. Click the (b) Organizations tile. Then, click the (c) Add
organization tile.

4 N\ 4 N\
Adrmin Admin ¢ Organizations

< Back
Organizations E 9

Find & edit organizations

Add organization

Fill in the information

== O G-\ about the organization
Add Organization Fess mared i are e | YOU Want to create.
" /|

Short Name (a) Name: Type the name of the
Typicall E ym o shorvnd of e crenzton _:;:_TIP: Required organization here.

petete 0 fields are marked You can provide an acronym or

FRS Tt |6 Qe shorthand of the organization in

Fhone Q @ the text field marked “Short
Eree Name” below. The “Short Name”
Show this Organization in the ‘Organization’ filter on the Course Catalog page will be visible for learners in the

(Groun: AlGroupe St Grcun 9 ) course catalog and its search

filters.

(b) Website: If the organization has a website, you can input the URL here.

(c) Primary Email: Provide an organizational email here. This is typically an email used by the general
public to contact the organization. This email will receive course-related communications.

(d) Phone: Provide the primary phone number used to contact the organization here.
(e) Active: When this box is checked, the organization is visible to learners.

(f) Searchability: When this box is checked, the organization will appear under the “Organization” filter
in the course catalog. This can help users search for courses related to the organization.

(g) Group: Click the Select Group link to choose your organization’s national, state, or federal affiliation.
(h) Click the green Save button to save your selections.

(i) Click the yellow Cancel button to exit the “Add Organization” page.
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Administrative Organizations Management (continued)

Manage Members

-
¢ Back

Once you've created
an organization, you

will see this details Organization Sample ocourses

PEfEs Short Name 0s
Primary Email sample@email.com
Group National
) To add members to the .
Active True

organization, click the Manage
Members button.

Members (0)

Next, click the Add Members
button.

>>

There are no members available

Show this Organization in the "Organization” filter on the Course Catalog page

Edit Settings

Manage Members

J

Cancel

Then, select (a) Add Course
Providers or (b) Add Course
Report Managers from the
dropdown menu.

Organization Sample

Members (0)

There are no members available

E

Add Members +»

a Add Course Providers

Q Add Course Report Managers

\
f Add Course Providers X 1
(] a,
Cancel Add 0 Course Providers
\ (S]
>> To add a Course Provider, use the (c) text field to search for
users by last name, first name, login name, email, or user ID.
Click the (d) magnifying glass button to view search results.
Select a user and click the (e) Add Course Providers button.
f Add Course Report Managers * ]
0 Q.

\ h

>> To add a course report manager, use the (f) text field to search
for users by last name, first name, login name, email, or user ID.
Click the (g) magnifying glass button to view search results.
Select a user and click the (h) Add Course Report Managers
button.

Course Report Managers have the following reports available:
Abbreviated Course Roster, Assessment Results,
Evaluation Results, and Evaluation Results (Raw Data).

—Q— TIP: Members with

N

/

Course Provider
permissions can create
courses, edit courses, and
run course reports for
courses within the
organization.

-()- TIP: Course Report

Managers can only report
on courses associated
with their Administrative
Organization.
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Administrative Organizations Management (continued)

Manage Members (continued)

Cancel

>> To change or
remove member

permissions, click
the dropdown
menu located to
the right of the
member name.

User, Example

Organization Sample

Members (1)

)

Add Members =

Course Provider

Course Report Manager

Remove

Course Provider =

Add an Administrative Organization to a Course

Follow these steps to link an administrative (TRAIN )
organization to a course in TRAIN: s
N | ” Object Type
-()- TIP: Another way to pper—
= access courses is to click
(a) Click the Search tab at on the Find & Edit m.ﬂ by 1
the top of the screen. Existing Content button ..D
in the Content tile on the Onganizaton eEEe e
Search for a course and Admin home page. T :
(b) click on the course’s title S
from the search results. -
Introduction to TRAIN

< Back i:.:Aa
Edit al

Intre to TRAIN

(.

(d)

)
= O

& Edit External Content

Organization & Sponsor

Primary organization

Organization &
Sponsor

Secondary organization

Administrative organization

Public Health Foursdation (PHF) (17 members)

(c) Click the Edit button on the course details page and
select the Edit option in the dropdown menu.

Click the Organization and Sponsor tab in the
dashboard on the left side of the screen.

a (e) Click the Add button in the “Administrative organization”
section.

PR (f)  Search for the administrative organization you want to
add. Clicking on the Name of the organization will
automatically add it to the course.

(Select administrative organization )
it arch agaminis Ive arganization Q

e Bl Organization Sample n
Add

(g) Click the green Save button to keep your N~

changes.

Cancel
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Administrative Organizations Management (continued)

Find and Edit Organizations

Go to the Admin menu. ([ (1 \
Click on the Find & edit
Organizations tile. Organizations organizations
. . Add organization Find/edit crganizations,
Then, click on the Find Find & edit erganizations and modify their visibility
& Edit organizations angeontent
tile.
Q Y \& v/
TRAIN )
ADMIN SEARCH USER SITE HELP Q
Object Type a Sample e QD Sort by relevance Show «
< Any Object Type 1 record(s) found.
Organization
Organization X
Export
Organization Samplio Og| =
\ Y,
(. N\
(@) Use the search bar to find TRAIN
the organization you want e =
to edit. < Back
Organization Sample oz Q Edit Settings
(b) Click the magnifying glass S e
q Primary Emmail sample
button to view your search -
results. Aetve
Show this Ongantzation in the "Organization” filter on the Course Catalog page
(c) Click the name of the Members (1)
organization you want to
\_ /

view and/or edit.

(c W— L

(d) Click the Edit Settings buttonto |, " [
change details about your s
organization. - '
(e) Update your organization —
settings here. p: "E “
(f) Click the green Save button to e
Save your SeIeCtlons :::I:Eﬂ\m Organization in the ‘Organization’ filter on the Course Catalog page
(g) Click the yellow Cancel button to -~ : ——
exit the “Edit Organization” page.

e.-om: National Change Group
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