Creating a Training in PageUp Learning

Departments can create department-specific trainings or for all employees. The department trainer
must first request training permission before they can create or manage the training. Please contact
benny.musonda@wwu.edu for an orientation training to the PageUp learning.

Log-in
Create Learning Activity
Adding Scorm Course (Optional)
Schedule Booking
e Schedule Booking for Online Live training
e Schedule Booking space for a live in-Person Training
Mark Training Attendance
View or Download Attendance report

If you have any questions about PageUp Learning Library reach out to: benny.musonda@wwu.edu

Login
https://westernwashington.pageuppeople.com/learning/

Create Learning Activity

Click “Create” and then select Learning activity

# Aboutme~ Myteam~ Mycommunity~ Reports~ @ Create P .Wayne N i ]
Learning activity «

Welcome Wayne, you are logged in

Choose organization-wide


mailto:benny.musonda@wwu.edu
mailto:benny.musonda@wwu.edu
https://westernwashington.pageuppeople.com/learning/

Select

Organization-wide

As a learning administrator, you can add
activities to your structured library that can be
accessed by employees across your entire
organization.

What type of activity would you like to add?

Individual
Add an activity that's just for you.



Activity titl?{ii\m your activity a title I T
Activity type * ! The activity “type” is your training department | Click or drag to upload an image

Code L :

Description I The short description is what shows up in the Library with the title I Benny Musonda x

A &[0~ B o Duration

Paragraph . B I U =
Optional

Administrator managed

Leave this
unchecked unless
you want this to
be Private class

Requires approval

Reassignable after
completion

- -
Leave unchecked Generate certificate

unless training
HTML vneeds to be Requires renewal

renewed

Content type

Content

Cost associated
Paragraph - B I U

=AY B @ o

Points associated

Optional additional content, such as documents, links, pre- Feedback survey
assignments that registrants will see after accessing the activity
canbe added bere Booking schedule

Restrict access

Linked competencies +
Contains activities +

You can optionally link

Mo learning activities are attached competencies

Default planned action steps

Default desired outcomes
Click to Savel

Adding Scorm Course (Optional)

PageUp learning allows adding learning content produced with SCORM/AICC and XAPI from other
learning management systems (LMS). Contact benny.musonda@wwu.edu to upload the third-party
learning content to PageUp.

Schedule Booking

Schedule Booking for Online Live training

Before you can schedule an online live training. Create an online meeting link with your respective
video conferencing software such as Zoom, Teams etc. Then request Benny Musonda at
Benny.Musonda@wwu.edu to set you up a live online venue with the meeting link you created for the
training.



mailto:benny.musonda@wwu.edu
mailto:Benny.Musonda@wwu.edu

Schedule Booking space for a live in-Person Training

Booking schedule

Notify owner when new registrations are

received

Notify owner when registrations are cancelled

Restrict access

Please fill in all mandatory fields marked with an asterisk (*).

= Event details

Title:*

Turn on Booking
Schedule

To schedule a live class, switch
on Booking and click the Plus-
sign. This will open a new tab

Re-type the same activity title

Event type:™ Learning vlﬁ——-—4 Select Learning I

Venue:*
Mo venue selected.
Owner:™
Benny Musonda

Position Number: 996520

]

Select the online venue that was
created for the event

Add owner as user?: O Yes

Contact name:

Public instructions:

Please save your event in order to enter timeslots

Can enter optional
Instructions to trainees

Make sure to reserve a room before entering the venue details. Below are some resources that would
help:
https://www.wwu.edu/events

https://cenv.wwu.edu/college-environment/college-meeting-room-reservations
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https://www.wwu.edu/events
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Booking schedule

Turn on Booking
Schedule
< +
Notify owner when new registrations are
received To schedule a live class, switch

on Booking and click the Plus-

Notify owner when registrations are cancelled : - .
J ' i sign. This will open a new tab

Restrict access

Please fill in all mandatory fields marked with an asterisk (*).

= Event details Re-type the same activity title

Title:*

Event type:® Learning v|«_—4 Select Learning I

venuer Q= This can search for a venue on campus.

{One issue is that it has to be exact. For
example, it can find HU 210 but not
Humanities 210 or HU210.)

Mo venue selected.

Owner:™

Benny Musonda Q -

Position Number: 996520 v

Add owner as user?: OYes ® No

Contact name:

Public instructions:

Can enter optional
Instructions to trainees

Please save your event in order to enter timeslots

Save & exit Cancel



= Time slots

Add bulk timeslots:  Add Select Reserved on-line venue
created for your event

Or Add a single timeslot:

Venue:*®
Enter
Microsoft Teams Q, 4 | Enter date and tune number of
spaces

o Microsoft Teams :

Event date:* Start time:* End time:* Users: Posfions:®
. Add
Feb 29, 2024 e - i - 1
ou can enter

© To add attendees to, or remove attendees from learning events please use the employee services several
system. timeslots

Active Eventdate Starttime Endtime Attendees Positions Venue

Feb 29,2024 3:34pm &55pm 0 10 Zoom Edit | Remove

Remind users 1 Weeks v before the eventz: OvYes @ No

@ The following users have not yet been sent invitations:

« 0 Users Click to save I

@ A calendar update email may be sent, in addition g#fany optional communications

Save & exit Cancel




= Time slots

I “Sclect Reserved venue I
Wenue:™®
Enter
Q= number
\ = of seats
Mo venue selected. IEnte.- date and time .
Event date:* Start time:® End time:* Users: Positipns:®
A You can enter
Feb 28, 2024 S e C B 10 ad several timeslots

© To add attendees to, or remove attendees from learning events please use the employee services

system.

Active Eventdate Starttime Endtme Attendees Positions Venue

Feb 28, 2024 2:50am 3:50am O 10 AC 213 Edit | Remove
Feb 29, 2024 10:45am  11:45am 0 10 Academic West Edit | Remove
Remind users 1 Weeks v before the event?: OYes @ o S| You can set
reminders

© The following users have not yet been sent invitations:

» 0 Users

O A calendar update email may be sent, in addition g any optional communications

Save & exit Cancel

Mark Training Attendance

Select the training you want to Mark attendance:



New Emplo

yee Orie

%

All new permanent staff are invited to attend and will receive email invitations
directly. Also open to any continuing or temporary employees, as well as
faculty who would like to participate (new faculty have a seperate orientation
each Sept.). Please contact HR.Onboarding@wwu.edu with any questions!

Select a timeslot Share

Select the date of attendance

Attendees

Select the date of
attendance
(@ Timeslot:
10 Dec 2019, 1:00pm (PST) - PP 309 \ v
Unallocated R

27 Jun 2019, 3:00pm (PST) - PP 116
18 Jul 2019, 9:00am (PST) - CS Conference Room

10 Dec 2019, 1:00pm (PST) - PP 309

28 Feb 2020, 1:00pm (PST) - CS Conference Room

Attended  Full namea.

Confirm or attendance, or non attendance

Jon
L]

Position Division / College

Maintenance BFA - Business and

Mechanic 2 Financial Affairs

Attendees Click if someone did
not attend
Select the 14f)an 2022, 12:00p ) - Microsoft Teams |
attendees
Wl v @ 2 | & @
Artended  Fullnamea  Position Division / College

@ Benny

BFA - Business and
Financial Affairs

Q search:
v Search
& Confirmed Attendees: 2 4% Wait list: 0
Department Supervisor Completed Date  Score Status
Facilities Daniel
Operations 13 Dec 2019 Complete v @
(5710}
Q, search:
v Search
& Confirmed Attendees: 1 & Wait list: 0
Department Supervisor  Completed Date Score Status
Business &
Financial
12 Dec 2022 v
systems In progress @

Click three

dots & Created by Buffi jones

& View attendees
# Edit

© Created 11 Sep 2023 .
[ Preview
& Archive

2] Type HR Professional Devervpriere

) Popularity 0 people like this

7 Duration 3 hours



Mark attendance status

Attendees
@ Timeslot: Q search:
10 Dec 2019, 1:00pm (PST) - PP 309 v Search
48t Confirmed Attendees: | 2 & wait list: 0
Attended  Fullnames  Position Division / College Department Supervisor Completed Date  Score Status
Jon Maintenance BFA - Business and Faciliies
U ] Mechanic 2 Financial Affairs ’Opers\uons 13 Dec 2019 L[S MER
(5710) Booked
.
. nterprise
Max IT Network & AA - Academic In progress
o < : Telecoms Affairs Infr;structure 5 EE AN Pending approval Y
Services - 2139 Wait list
- Declined
Page 1 of 1 Mark completion level Sj;gljzsted p2of2
After a short period of time the system will update the confirmed attendance in the
person’s development plan, as shown above in green.
My development plan
Name: Benny
Working on... @ Explore library Explore events
In progress/Upcoming Completed Pending approv Shared with me

Testing Learning Module Functionalities

View or download Attendance report

If you don’t have an attendance report created in the system request one to be created. After the
attendance report has been created for your training, you will be granted access. Follow instructions
below to view or download the report.

# Aboutme~ Myteam v Mycommunity v Reports v @ Create @Journal entry Eenny i ]
Legacy Reporting i I

Select the report format

Enhanced Reporting



Legacy Reports

Shared reports will appear

Aboutme v Myteam v My community v Reports v © Create ©journal entry Benny i
Click on the report
you want to view
Reports or download
- ETPZI?\X:: [C)(i)rr:c;zleRt:;oi\tcstivities for/ 7;‘ :\gANFIsndatory Supervisor Training 'r;\' Quarterly Attendance
.,:‘. Sign-in Sheet 7;‘ STAR Attendance
Enhanced reporting
The shared report will open in a new window
Reports  Dashboards  Schedules
EHS n CIicl: :::\l: ;:I:on You \:-'am (I create New Report Al My Reports Shared

Reportt: Status Created by Reporting on Date modified  Actions

Bloodborne Pathogens Training Attendance (EHS]

Total trainings provided Number of employees who attended a traini... Benny Musonda Learning Sep 29,2022 :

EHS Learning Attendance by Department

B Mi d Ls Sep 29, 2022 H
Total trainings provided Number of employees who attended a traini enny Musonda earning <P *

To download
Bloodborne Pathogens Training Attendance (EHS)

just now -I'

Click cog :

Explore from here CTRL+ALT+E
is - any value =
Edit
[
isanytime ~ Save. ,

isonorafter -~ | (absolute) - 2018/01/04 powmoad £+CTRL+L
Send AT+£+S

isanytime ~

Schedule ALT+CTRL+S
is v anv value -
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