WLC Handout for Client Admins

How to Create a Group

In this handout, we’ll cover how to create a group that LMS admins can use to easily sort and filter their
learners for enrollment and reporting purposes.

1) Logintothe WLC.

2) Click the Enroliment tab from the left-hand admin panel.

3) Select Group Management from the dropdown.

4) Click Add below any existing groups (previously called branches).

5) Inthe Name field add a title for your group that will easily denote which learners should be added
to it.

6) Scroll down to the bottom of the page and click Submit.

7) After saving your changes, you'll be redirected back to the Group Management page where you can
see your newly created group(s).

8) Select the silhouette with a plus sign icon from the right-hand side of the group you would like to
manage.

9) Select the needed learners from the Potential Members list on the right-hand side of your screen
and click Add.

10) Click Finish after adding all needed learners to the Current Members list on the left-hand side of
your screen.

11) Repeat the process above for each individual group you need created.

e You can multi select learners from the Potential Members list by using
. f . HELPFUL the CTRL button.
3 e Learners can reside in multiple groups.
e You can select which groups a learner’s account should be tied to
during the account creation process.

Determining Group Titles
When creating your groups, there are a few questions you should ask yourself:

How do | currently assign out my training?

Did | previously have multi-level assignments on my curricula within the CHEX+ legacy platform?
Do different job roles receive different education?

Will a learner’s group have to change often with how | am setting this up?

PN E

By asking yourself these questions, you can determine if basic groups such as Non-Clinical and Clinical
would be the most beneficial, or if something more in depth would work best for your agency. If your RNs
receive one group of courses, and your PTs receive another, it may be more helpful for your agency to be
broken down into groups based on job roles. If you have any questions on the best way to utilize groups,
please contact us at learning@wellsky.com and we would be happy to discuss it with you.
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1) Loginto the WLC.
2) Click the Enroliment tab from the left-hand admin panel.
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4) Click Add below any existing groups (previously called branches).

WellSky Learning Center

Enrollment Quick enrollment / Group Management

Group Management

Add

Agency city  State

v 6076 SERENITY NOW Home Health and Hospice - Lenexa, KS SERENITY NOW Home Health and Hospice 5 2230

4 > 6077 SERENITY NOW Home Health and Hospice - Overland Park, KS SERENITY NOW Home Health and Hospice 3 2230

Contact Us WellSky Learning Center Wellsky Services

11300 Switzer Road, Overland Park, KS 66210 The WellSky Learing Center is the best way to provide your team Services Overview
with the resources, targeted training, and certifications they need to Advisory Services

Phone: 844-003-2004
coE Outsourced Services

Email: learning@wellsky.com

Elizabeth MacLeod Jerry Seinfeld Log out
Data retention summary
Getthe mobile app

5) Inthe Name field add a title for your group that will easily denote which learners should be added
to it.

WellSky Learning Center

Quick enroliment Add

Group Configuration
Group
Agency SERENITY NOW Home Health and Hospice
Parent Top .
Name o
city

state Select s

caneel

There are required fields in this form marked @

Contact Us WellSky Learning Center Wellsky Services
11300 Switzer Road, Overland Park, KS 66210 The Wellsky Learning Center is the best way to provide your team Services Overview
with the resources, targeted training, and certifications they need to Advisory Services
Phone: 844-993-2994 3
semEzE Outsourced Services

= E-mail: leaming@wellsky.com

Elizabeth MacLeod Jerry Seinfeld Log out
Data retention summary
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6) Scroll down to the bottom of the page and click Submit.

WellSky Learning Center

Quick enrollment Add

Group Configuration

Group
Agency SERENITY NOW Home Health and Hospice
Parent Top s
City
State Select N

cencel

There are required fields in this form marked @

Contact Us Wellsky Learning Center Wellsky Services

11300 Switzer Road, Overland Park, KS 66210 The Welisky Learning Canter is the best way to provide your team Services Overview
with the resources, targeted training, and certifications they need to Advisory Services

Phone: 844-993-2094
succeed. Outsourced Services

= Email: leaming@wellsky.com

Elizabeth MacLeod Jerry Seinfeld Log out
Data retention summary

7) After saving your changes, you'll be redirected back to the Group Management page where you can
see your newly created group(s).

WellSky Learning Center

Enrollment Quick enrollment | Group Management

Group Management

Add

Agency Gty  State  Users

v 6076  SERENITY NOW Home Health and Hospice - Lenexa, KS SERENITY NOW Home Health and Hospice 5 2230
v+ > 6077 SERENITY NOW Home Health and Hospice - Overland Park, KS SERENITY NOW Home Health and Hospice 3 220
4 3 6248 Clinical SERENITY NOW Home Health and Hospice 0 2230

Contact Us WellSky Learning Center Wellsky Services

11300 Switzer Road, Overland Park, KS 66210 The WellSky Learning Center is the best way to provide your team Services Overview

with the resources, targeted training, and certifications they need to Advisory Services
Phone: 844-093-2004 N
SLResTE Outsourced Services

Email: leamning@wellsky.com
Elizabeth MacLeod Jerry Seinfeld 'Log out

Data retention summary
Getthe mobile app
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8) Select the silhouette with a plus sign icon from the right-hand side of the group you would like to
manage.

WellSky Learning Center

Enroliment Quick enrollment  Group Management

Group Management

Add

Agency City  State  Users

v 6076 SERENITY NOW Home Health and Hospice - Lenexa, kS SERENITY NOW Home Health and Hospice 5 229 .50
e > 6077 SERENITY NOW Home Health and Hospice - Overland Park, KS SERENITY NOW Home Health and Hospice 3 l(‘:' #Q
4 3 6248  Clinical SERENITY NOW Home Health and Hospice 0 229 .50

Contact Us WellSky Learning Center Wellsky Services

11300 Switzer Road, Overland Park, KS 66210 The Wellsky Leaming Center is the best way 1o provide your team Services Overview
with the resources, targeted training, and certifications they need to Advisory Services

Phone: 844-993-2994
stioosed outsourced Services

= E-mail: learning@wellsky.com

Elizabeth MacLeod Jerry Seinfeld Log out
Data retention summary
Get the mobile app

9) Select the needed learners from the Potential Members list on the right-hand side of your screen
and click Add.

= Well

WellSky Learning Center

Quick enroliment Assign

Group Member Assignment

Clinical
Member type:  Member B
Current Members Potential Members

Benes, Alton (alton benes@serenitynow. org, User)
Benes, Elaine (elaine benes@serenityhospice.org, User)
< Add ] Cohen, Ruthie (ruthie. cohen @serenitynow.org, User)
Costanza, Estelle (estelle.costanza@serenitynow.org, User)
Costanza, Frank (frank.costanza@serenitynow.org, User)
Costanza, George (george costanza@serenitynow.org, User)
ETEED ] Kramer, Babs (babs kramer@serenitynow.org, User)
Kramer, Cosmo (cosmo kramer@serenitynow.org, User)
New an@serenitynow.org, User)
Ross, (henry ross@serenitynow.org, Manager)

Ross, Mrs (mrs.ross@serenitynow.org, User)
Add All ] Ross, Susan (susan.ross@serenitynowiorg, User)
Se
Feld, J feld
Morty (morty.seinfel
Remove Al oo
Testing, Education (sernotest@no.com, Us:

Contact Us WellSky Learning Center Wellsky Services

11300 Switzer Road, Overland Park, KS 66210 The WellSky Leaming Center is the best way to provide your team Services Overview

with the resources, targeted training, and certifications they need to Advisory Services
Phone: 844-993-2994 ced
e Outsourced Services

Email: learning@wellsky.com
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10) Click Finish after adding all needed learners to the Current Members list on the left-hand side of your

screen.

WellSky Learning Center
G Ma

Dashboal Quick enroliment

Clinical

Member type: | Member B
Current Members
Cohen, Ruthie (ruthie.cohen@serenitynow.org, User)

stanz, Estelle (estelle.costanza@serenitynow.org, User)
stanza, Frank (frank costanza@serenitynow.org, User)

Kramer, Babs (babs kiamer@serenitynow.org, User)
Kramer, Cosmo (cosmo kramer@serenitynow.org, User)
Seinfeld, Morty (morty.seinfeld@serenitynow.org, Manager)
Soprano, Christopher (csoprano@email.com, User)

Contact Us
11300 Switzer Road, Overland Park, KS 66210
Phone: 844-093-2004

= Email: leamning@wellsky.com

© Page Instructi

Costanza, George (george costanza@serenitynow.org, User)

Self-Help & User Guide:

Leamning Center Store

Assign

Group Member Assignment

Potential Members

Benes, Alton (alton benes@serentynow.org, User)

Benes, Elaine (elaine benes@serenityhospice.org, User)

<Add Newman, Unknown (unknown.newman@serenitynow.org, User)

Ross, Henry (henry r0ss@serenitynow.org, Manager)

Ross, Mrs (mrs. ross@serenitynow.org, User)

Ross, Susan (susan ross@serenitynow.org, User)

T Seinfeld, Helen (helen.seinfeld@serenitynow.org, User)
Seinfeld, Jerry (jerry seinfeld@serenitynow. org, Director)

Testing, Education (sernotest@no.com, User)

Add All

Remove All

WellSky Learning Center

Wellsky Services

The Welisky Learning Center is the best way to provide your team Services Overview
with the resources, targeted training, and certifications they need to

succeed.

Advisory Services
Outsourced Services

11) Repeat the process above for each individual group you need created.
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