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1. Introduction

The purpose of this User Guide is to help the user use the system effectively, safely and
congenially, and understand the technicalities of how the system is constructed.

The documentation provides sections for each of the requirements appropriate to this
system and describes “what” the system should do, not “how” it is accomplished. To
achieve these objectives, the User Guide translates the vision for Application into
specifications and expresses the detailed requirements of the system. Quality Assurance
specialists use these requirements to plan suitable test scenarios and specifications to
ensure the system meets these goals.

2. Business objectives

Zoom Connector in SuccessFactors is one main feature of LTI Architecture platform that
makes it possible for users to join Zoom meetings and process data and information
and based on that define and create attendance report data in a SF unit level.

The main process of creating, collecting, processing, managing and analysis of the
results is presented in the diagram below (see Pic. 1).



3. Target Audience, Users and Roles

It is expected that there will be 3 main user roles defined within the system:
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Administrators (staff members who manage the SF tool, add roles, modify
information, give rights to Instructors to assign Scheduled Offerings etc.)
Instructors (teachers, instructors, designers, lead instructors) who are able to
manage courses, users, scheduled offerings, and reports.

Users (employees, students etc.) who are able to give input into Zoom Meeting,
someone to whom Instructors assign scheduled offerings).

4. Requirements

To ensure the correct operation of the Zoom connector, you should adhere to the
following requirements:

1.

2.
3.

4.

The account ID for the Instructors needs to be the email address for the
instructor’s host account in Zoom. When a learner joins Zoom sessions through
the LMS, the account is created for the learner on the Zoom site. Since accounts
are created for hosts and learners on Zoom through the VLS integration, LMS
users cannot have the same email address as the LMS instructors.

The Account Id must be unique to all instructors.

If you create a new VLS Account, you should select the Create New Account
option.

Account Id must be the email address associated with the Zoom's account.



5. If you update an existing VLS Account, you should check Use existing
account.

5. Design and Implementation Constraints

e Hardware limitations (timing requirements, memory requirements): RAM 6GB,
Total disc space - 5GB.
e Communications protocols: HTTPS.

5.1 Solution Constraints

This section specifies constraints on the way that a problem must be solved.
The application will be optimized to perform with the following browsers and operating
systems:

OS/Browser Windows 8 Windows 10 MAC
Chrome v v v
Mozilla FF v v v
Safari ) - v

6. Installing application in Zoom
Marketplace

1. Open https://marketplace.zoom.us



https://marketplace.zoom.us/

ZO0OIM  App Marketplace Develop ~ Signin  SignUp

Find apps that enhance e
your Zoom experience T

Power up scheduling, access files, generate a1

sales leads, and collaborate with your team. m 8

Categories All Categories

Featured

. Qo (0 o
2. Sign in with the zoom admin credentials. Restrictions:

e Your Zoom account should be the following: type=Licensed; role=Admin
e Your Zoom account should not be registered in the Coso Zoom Admin previously.

mike@: I Admin Licensed I
(=)

3. Install the application SuccessFactors LTI.
4. Authorize the Application.
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SuccessFactors LTI is requesting access to
your Zoom account

__‘_\.I
Eﬂ

Yt |

A

View groups

View and manage groups

View all user meetings

View and manage all user meetings
View all user recordings

5. Provide Organization name and Accept Terms of Service and Privacy Policy:



Y

CJ.

CoSo Cloud

Administration

Organization

| Agree. Our Terms of Service and

Privacy Notice are linked here for
your review.

6. When the license is created user will get the following message:



Y

CJ.

CoSo Cloud

Congratulations!

You have successfully created the license for your company.
Please check your email for further instructions.

For help setting up your account, please visit our user guide,

Here you can open UserGuide.
7. There are 2 emails will be sent to user
7.1 Welcome email:

CosoCloud Team The CoSo Cloud team is excited to welcome you. - Hi vera As the administrator of your Success Factors account, yo..

CosoCloud Team / Confirm your account - Confirm your CoSo LTI Admin account Please confirm your account by clicking this link: Confi...

7.2 Activation email: user should activate his account in CoSo Zoom Admin application:

CosoCloud Team The CoSo Cloud team is excited to welcome you. - Hi vera As the administrator of your Success Factors account, yo..

N

CosoCloud Team Confirm your account - Confirm your CoSo LTI Admin account Please confirm your account by clicking this link: Confi...

8. Once a user has confirmed his account, the license will be activated (Trial
period=month).

10



= LTI Admin Tool

User
.
IS} 7 ABC Inc.
& Logout
USERS LMSs (¥ ADD NEW LMS Search Q
Search Q
Edit LMs Title: Consumer Key Shared Secret License Delete

.
== ABC Inc.
f— 57- _

/ O SuccessFactors  apg 520068 0. 42 N el 5

inc.

9. VLS configuration in SF will require an XML body. User can find it in his license: Edit->XML
body tab-> Copy XML:

Edit ACB inc.-Title

GENERAL
<?xml version="1.0" encoding="utf-16" 7>
<connector xmins:xsi="http://www.w3.0rg/2001/XMLSchema-instance”
SETTINGS xmins:xsd="http://iwww.w3.0rg/2001/XMLSchema">
<description>CoSo Cloud Zoom Integration</description>

SUPPORT

LICENSE

XML BODY

N

/. SuccessFactors Integration With Zoom
via VLS configuration

The execution procedure is the following:
1. Login to SuccessFactors

11



Navigate to System Admin->Configuration:.

SAP SuccessFactors ()

Content  C: s Admin

g Y

e e ¥ -1 B

Home Users Performance L

Certificate Templates Search | AddNew | @
[#] Application Admin )
Search Saved Searches 0
[+ Security
Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You
[+ Automatic Processes can also add or remove search criteria to further refine your search.
; Connectors Case sensitive search: Yes @ No
=] Configuration Template ID: ( Starts with ol
Certificate Templates Template Description: [ Starts With ol
Connecter Settings . .
e Orientation: Landscape | Portrait @ Both
Content Players
Easy Links Add/Remove Criteria ©
e oS Search Save As Reset

External Request
Gamification Settings
Global Variables
Landing Page Settings
Images

Module Tab

Navigate to System Admin->Configuration-> VLS Configuration. Click Add New.

VLS Configuration Add New |1 @)

External Reports
External Request = VLS Configuration
Gamification Settings
Global Variables
Landing Page Settings
Images !

Module Tab VLS ID Description
Notification Syntax | N Dl.!i

Notification Templates TN | D Q
OAuth Token Server

Quick Links Configuration

Record Configuration

Registration Settings

Search Selectors

System Configuration

Talent Profile

User Passwords

User Settings

NaasPeastad A

VLS Configuration

VLS Configuration

Enter VLS ID and XML Configuration (see 8).
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https://confluence.esynctraining.com/download/attachments/27723762/xml.txt?version=1&modificationDate=1549202459460&api=v2
https://confluence.esynctraining.com/download/attachments/27723762/xml.txt?version=1&modificationDate=1549202459460&api=v2

Note: The password is displayed only when a new value is entered. Upon save, it will show as encrypted.

* = Required Fields

“VLS ID: IVLS NAME

Description: |

I * Configuration:] | <oxmi version="1.0"7>
<cannector xmins:xsi="httpfwaww w3 org 2001/ XMLSchema-instanca”

xmins:xsd="http:fwww w3 org2001/XMLSchema™
=description=Macromeadia Breaze</description=
=gonnector_class=com_ plateausystems.elms. framework.vie.impl BreezeConnector</connector_class=
T T [T B D S

. lf=fxmi_api_addrass=
<gerver_address>| o
| U l<fserver_address>
<usemames i = ) i=lusemanme:s
<password= [</password=
<Ims_user_name_custom_field_id=x-usemame</ims_user_name_custom_field_id=
<Ims_user_type_custom_field_id=x-role<ims_user_type_custormn_field_id=
=folder_id=1000000=/folder_id=>
<lgamer_group_id=1100000</learmer_group_id=
<instructor_group_id=1200000</instructor_group_id=
<learner_defaul_password=>. 1 <lleamer_default_password>
=<alms_url_prefic=vie<falms_url_prefix=
=gyncrue<isync=
<

5. Save.

8. Instructors Leading Virtual Training

If you configure your instructors for virtual learning, they can launch their classes
directly from their instructor page. If your instructors lead training in Zoom meeting
rooms, consider managing their accounts through SAP SuccessFactors Learning. When
you manage their accounts through SAP SuccessFactorsLearning:
e Instructors can see their upcoming training events and launch their virtual
training events from the instructor view.

e Instructors should use their personal Zoom accounts for their instruction.
e The system can track attendance in the virtual training event.
e Users can launch virtual training from their My Assignments tile.

13



8.1 Configuring Instructors for VLS

Configure instructors for the Virtual Learning Service (VLS) so that they can start virtual
training sessions in virtual Zoom meeting rooms.

Prerequisites

Before you can work with Virtual Learning Service (VLS), you must configure it.
Configuring the VLS is a one-time implementation task. Please read our implementation
guide for your meeting room vendor. Each server that you configure is available when
you configure other parts of the application for VLS, like segments and instructors. Add
your instructors to SAP SuccessFactors Learning. Your instructors must be tracked in
the system for VLS to work properly.

Context

Virtual Learning Service (VLS) integrates SAP SuccessFactors Learning and a virtual
Zoom meeting room vendor so that the training and employees can meet online in a
virtual meeting room. It reduces costs for live training events when the instructor and
learners are dispersed. They can meet virtually instead of travelling.

Procedure

1. Go to Learning Instructors and search for the instructor who should have access
to VLS.

14



"Home Users Performance Leaming  Content Commerce  SystemAdmin

| M w | Search: ’ Enter Keywords or Command I (Go») |
Instructors Search = Add New = &)
ltems '
Search Saved Searches &

Scheduled Offerings

Enter a value for each field that you want 10 use (o filler your search, Some fields allow you 1o select from a list of values. You can

Classes also add or remove search criteria to further refine your search.
Group Instances Case sensitive search: Yes @ No
Catalogs Instructor 1D: | Starts With " I
B Last Name: [ starts with =]
rograms
First Name: | starts with =]
Curricula Middle Initial: [starts with ||
Requirements Items: [Exact =] Type: ~|
. . ID: T
Questionnaire Surv... ) )
Status: O Active Net Active Both
Content Network Related User: [ starts with =]
{ Instructors
Add/Remove Criteria ©

External Links Save As Reset

Collections

2. Go the Summary to verify that the instructor record has a first name, last name,
and email address.
These fields are required to maintain VLS accounts in SAP SuccessFactors
Learning.

3. Go to VLS Settings.
VLS Settings contains the VLS servers that you created when you configured
your instance of VLS.

15



""Home Users Performance  Leaming = Content Commerce  System Admin

v Y | Search: [ Enter Keywords or Command | Go » I |
Instructor 1D:
Name:

Edit the VLS Settings for the Instructor

Sumrnary Use this page to create or maintain a mapping between this instructor and account(s) on the specified VLS server(s). For each VLS

sarver listed you can enter the instructor's VLS Server account 1D and password. If you wish to create a new account for this
Instructor on a VLS server, enter the credential information (user ID and password) you would like for the Instructor to have, then
choose the “Create a Mew Account” aption, The system will allempl to create an account an the VLS server for this instrueter using
Authorized to Teach the ID and password you provide. To have the system use the instructor's existing VLS server account, enter the instructor's
accounl infermation here and choose the "Use Existing Account” aplion.

Additional Costs

Base Cost
Custom Fields Apply Changes Reset
ltem Costs VLS Server Account ID Account Password Action
T T Create New Account
Proctor Status : : © Use Existing Account
i Create New Account
REgIOﬂS ' ' © Use Existing Account
Scheduling Create New Account
. © Use Existing Account
Shipping Info

Create New Account

ZOOM [ [
I VLS Settings I > © Use Existing Account
] : ' Create New Account

© Use Existing Account

Apply Changes Reset

4. In Account ID, type the instructor's virtual meeting room ID. If the instructor
does not yet have an account, type the account ID that you want the instructor
to have.

5. In Account Password, type the instructor's virtual meeting room password. If the
instructor does not have an account, type the password that you want the
instructor to have.

This step applies if you have not allowed instructors to manage their own
passwords. To save this step and to protect the privacy of your instructors, we
recommend that you enable them to manage their own passwords.

The password must conform to password rules set by the meeting room vendor.

6. In Action, select what should happen when you apply the changes.

16



Instructor 1D:

Name:

Edit the VLS Settings for the Instructor

Summaw Use this page to create or maintain a mapping between this instructor and account(s) on the specified VLS server(s). For each VLS
. server listed you ean enter the instructer's VLS Server account 1D and password. |f you wish te create a new account for this
Additional Costs Instructor on & VLS server, enter the credential information {user ID and password) you would like for the Instructor to have, then
) choose the "Creale a New Account” aption. The system will altempt Lo create an account an the VLS server for this instructor using
Authorized to Teach the ID and password you provide. To have the system use the instructor's existing VLS server account, enter the instructor's
accournl infermation hera and choosa the "Use Existing Account” oplion.
Base Cost
i Apply Changes Reset
Custom Fields
ltem Costs VLS Server Account ID Account Password Action
Create New Account
Proctor Status © Use Existing Account
Reaqions Create New Account
g © Use Existing Account
Scheduling Create New Account
. © Use Existing Account
Shipping Info

ZO0M Create New Account
VLS Settings > © Use Existing Account
( Craate New Account
© Use Existing Account

Apply Changes Resat

Next Steps
You can now set up virtual segments and assign the instructor as the primary instructor
for the segment.

Rules

0. If User which is mentioned in the Administration->VLS configuration, is going to be an
instructor, then there are several restrictions for this use-case:

e Instructor ID = email address= email from the VLS config. (it should be an email)
e VLS setting for this user: Option is ‘Use Existing Account’

17



Add New E3|
Email Address:  test@test.com T~

Comments:
Biography:

Active:
Related User: Q|

—Authorized to Teach
Item ID: Q, |

Type: [

VLS

VLS Server: |

Account ID: test@test.com
Account Password: saes
Action: Create New Account
DUse Existing Account

1. The account id for the Instructors needs to be the email address for the instructor’s
host account in Zoom. When a learner joins a Zoom session through the LMS, an
account is created for the learner on the Zoom site. Since accounts are created for
hosts and learners on Zoom through the VLS integration, LMS users cannot have the
same email address as the LMS instructors.

2. The Account Id must be unique to all instructors.

3. The Zoom user must exist in a Zoom account.

4. Instructor should be a Zoom Licensed user.

5. VLS setting for all other instructors (which are not listed in the VLS config): Option is
'Create Existing Account’.

Add Reset

Troubleshoots

1. VLS Error: Instructor was not found in Adobe Server. Please remove the instructor
and re-create it with the Updated VLS option selected.

18



You must correct the following error(s) before proceeding:

® The user account could not be created on Sirva VLS Config VLS Server. Please try again later or note the error and contact your VLS

administrator.
VLS Error: Instructor was not found in Adobe Server. Please remove the instructor and re-create it with Update VLS option selected.
—
Instructors @
> Add New
Add New Instructor
* = Reguired Fialds
First Name, Last Name and Instructor Email are required for VLS support.
| Add | | Reset |
= Instructor 1D: [1emay |
Last Name: fnstructor First Name: [Roman oM
C [ 1
- D in: @ PUBLIC |
- Role: Default Instructor Role (DEFAULT INSTRUCTOR) v ]|
Organization: Q, | ]
Time Zone: [ v]
Email F p+14may@esy com ]
Comments:
pa
Biography:-
#
Active: =]
Related User: Q, [
- ized to Teach

— VLS
VLS Server:
Ac ID: F p+14may @ in|
L
£ F L

1
Action:  © Create New Account <=———"__ You need check Create New|Account
@ Use Existing Account

Solution: You must select Create New Account option

19



. VLS Error: No status in response from Breeze:

‘ou must correct the following error(s) before proceeding:

e The user account could not be created on Sirva VLS Config VLS Server. Please try again later or note the error and contact your VLS
VLS Error: No status in response from Breeze:

Add New Instructor

* = Reguirad Fields
First Name, Last Name and Instructor Email are required for VLS support.
|.Ada | | Reset |

“Instructor ID:  [témay [
LastName:  fnstuctor | FirstName:|[Roman M|

Company: | ]

- Domain: Q, PUBLIC ]

= Role: Default Instructor Role (DEFAULT INSTRUCTOR) v

Organization: O, | |

Time Zone: |

Email Address:  fomanp+14may@esynctraining com |

Comments:

— VLS Settings
VLS Server. [Siva VLS Config v]
Account ID:  fomanp+13may@esynctrain|

Account Password:  feeeee |

Action:  ® Create New Account
© Use Existing Account

| Add | | Reset |

Solution: Check Account Id. It is possible that that Account Id has already existed in SF.

3. VLS Error: A user with the same Account ID (email/login) currently exists in Adobe:

20



Validation Ermror

‘You must correct the following error(s) before

* The user account could not be created on Sirva VLS Config VLS Server. Please try again later or note the error and contact your VLS
VLS Error: A user with the same Account 1D (e-maildogin) currently exists in Adobe.

Add New Instructor

* = Requirad Fields
First Name, Last Name and Instructor Email are required for VLS support.

| Add | | Reset |
* Instructor ID: [14may — |
Last Name: fnstructor ' First Name: [Roman - M| |
Company: | ]
- Domain: @, PusLiC ]
= Role: IDelaut Instructor Role (DEFAULT INSTRUCTOR) v |
Organization: Q, | |
Time Zone: | v
Email Address:  fomanp+14may@esynctraining.com |
Comments:
4
Biography:
Y
Active: £4
Related User: Q, |
— ized to Teach
tem>: Q[
Type: [ ¥
— VLS Setftings
VLS Server. [SvaViSConfig V|

Account ID:  [13may |
Account Password: [ |

Action: @ Create New Account
© Use Existing Account

Solution: Check Account Id. It is possible that that Account Id already exists in SF.



8.2 How to Update an Existing Instructor in Success

Factors

Rules

1. The account id for the Instructors needs to be the email address for the

instructor’s host account in Zoom. When a learner joins a Zoom session through
the LMS, an account is created for the learner on the Zoom site. Since accounts

are created for hosts and learners on Zoom through the VLS integration, LMS

users cannot have the same email address as the LMS instructors.
2. The Account Id must be unique to all instructors.
3. The Zoom user must exist in a Zoom account.
4. The Zoom user must be Pro type.

Steps

1. You must check Use Existing Account option

Summary
Additional Costs
Authorized to Teach
Base Cost
Custom Fields
Item Costs
Proctor Status
Regions
Scheduling
Shipping Info

| VLS Settings

2. After you populate the VLS host account credentials and click ‘Apply Change’ you

Instructors Search | AddMew

= Gaarch > Search Results = Edit VLS Sattings

Instructor 1D:

Name:

Edit the VLS Settings for the Instructor

Usa this page to create or mamtain a mapping between this instructor and account(s) on the specified VLS sarver(s). For each VLS
serves listed you can enter the nstrucior's VLS Server account 1D and password, I you wish 1o create a new accownd for this
Instructor on a WLS server, enter the credential information (user 1D and password) you would like for the Instructor to have, then
choose the "Create a New Account” option, The systerm will attempt to create an account on the VLS server for this insiructor using
the I and pessword you provide. To have the system use the instructor's existing VLS server account, enter the nstructors
account informalion here and choose the "Lse Existing Account” option.

Apply Changes Reset

VLE Server Account 10 Account Password
Create Mew Account
O Use Existing Actount
reate Mew Account
© Use Existing Account
Create New Account
© Use Exsiing Account

Crigate Mew Account
© Use Existing Account
Create Mew Account
© Use Existing Account

Z00M

Foom  assseses

Apply Changes Reset

22



need to wait for synchronization to complete. There are no messages displayed stating

that the account synchronized successfully if the action was successful. If the

synchronization is not successful, an error message will be presented. To verify that the
synchronization completed successfully, you should click on a different tab on the LMS
instructor record and then click back on the VLS Settings tab. If the account credentials

are populated when the VLS Settings tab is reloaded, then the synchronization was
successful

Troubleshoots:

1. VLS Error: duplicate

TR, L Ll

Home Users Performance Learning Content Commerce System Admin

L |B |£| l Search: lr Enter Keywords or Command ‘j @ l

Validation Eror

You must correct the following error(s) before proceeding:

* The user account could not be updated on Sirva VLS Config VLS Server. Please try again later or note the error and contact your VLS administrator.
VLS Error: duplicate

Instructors Sl ol
Summary :
= Search > Search Results > o1 VLS Setfings
Additional Costs

Instructor ID: 14may

Authorized to Teach
Name: Instructor, Roman
Base Cost
Custom Fields Edit the VLS Settings for the Instructor
Item Costs Use this page to create or maintain a mapping between this instructor and account(s) on the specified VLS server(s). For each VLS
server listed you can enter the instructor's VLS Server account 1D and password. If you wish to create a new account for this
Proctor Status Instructor on a VLS server, enter the credential information {user ID and password) you would like for the Instructor to have, then
choose the "Create a Naw Account” option. The system will attempt to create an account on the VLS server for this instructor using
Regions ine ID and password you provide. To have the system use the instructor's existing VLS server account, enter the instructor's
account information here and choose the "Use Existing Account” option.
Scheduling . ;
Apply Changes Reset
Shipping Info

VLS Setii VLS Server Account ID Account Password Action
etlings %
g 7 | SivaVLS Coriig = fo () Create New Account

® Use Existing Account
() Create New Account
ACSTHGE ‘ ’ ® Use Existing Account
() Create New Account
'® Use Existing Account
© Create New Account
® Use Existing Account

SF_eSync_Zoom fest [ [

SF_eSync_AC [ [

| Apply Changes | | Reset

Solution: Check Account Id. It is possible that the Account Id already exists in SF.
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9. How to Create a new Student/User

Configure users(students) for the Virtual Learning Service (VLS) so that they can start
virtual training sessions in virtual Zoom meeting rooms. To create a new user please
use the following procedure:
1. Go to Learning->Users—> Add new User:
Note: email address should be associated with the zoom account, otherwise user
can not open the meeting:
Add New &

Users L

= Al Mew

Add New User Information

* = Required Fiekis Add Reset
Security
* User ID:
Active:

* Domain: G, PuBLIC

* Role: :Svstsrn Default User Role (DEFAULT USER) =
Personal
Last Mame:
First Name: |
MI: |
Cirganization
Organization: &,
Supervisor: 0
Employmant
Job Code: @,
Job Location: | =1
Employea Typa: =&
Employee Stalus: [ =i
Region: [ [}

Prior Years of Service:
Years

—
2. Rules

e User Id must be unique for all users
e User Id cannot match VLS Accountld for Instructors

24



User ID - required field

Last Name - required field
First Name - required field
Email Address - required field

*UseriD:  [usend
Active: ]

* Domain: ‘O [PUBLIC

* Riole: | Syatem Default User Role [DEFALLT USER)

Manthis)

Hired: [*9 |
(Tasi)

Related Instructor: © |

Address: |

City: |
Siale | Provincs: |
Poslal Code: |
Country: |

Email Address: email@examle cam

25



4. If everything is OK. The form will be closed.

10. The Online Course for Zoom Integration

1. Login to your SuccessFactors environment
2. Create a new Course. Open Learning-> Items-> Add new:

SAP SuccessFactors Welcome Admin, Partner
Sign Out

N SN 8 L] [ & Li L
Home Users Performan: Learning Content Commerce System Admin References Reports
‘ | Search: EnrerKeywordswCo:nmand I ‘ | ) ‘
\ s .’
2 1 Items Search |Add New I‘g.
I — Search Saved Searches &

Scheduled Offerings
Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You

Classes can also add or remove search criteria to further refine your search.
Group Instances Search Save As Reset
Catalogs Case sensilive search: Yes @ No
Programs Search All Locales: Yes @ No
5 Item Types: | starts with Bl T
Curricula
- Item 1D: [ Starts with ol
Requirements
Revson Dae: mr———
Questionnaire Surv... {dMMMyyyy)
Revision Number: Starts With T |
Content Network ( -
Item Title: [ starts with + [
Instructors
Item Status: O Active Not Active = ' Both

Fxternal | inks

=2

Item Classification: "starts with B T

3. Select Class and Online type:

26



Add New Item

Please select the type of item you would like to add:

(+] Class (+] Online Only

! This item will be scheduled at specific dates and times, |;| This item will have associated online content that can be
with the option to assign instructors and locations. launched and completed at any time.
Example: Classroom course Example: Web-based tutorial

c Class and Online 0 Other

@ This item will contain both class and online components. @ This item will be neither class nor online, and actions
must be taken outside of the system to complete it.
Example: Read a book

Please select a locale associated with the new item:

Item attributes entered as text will be saved in this locale. After the item has been created, you can view values in all locales by clicking the globe icon.

T BT F| @

[ English (English) |~ ]

o Item Type: Virtual
e Id: provide id
o Title: Provide Title

Add New ltem

m [_| Add Content Change type of item or primary locale

Enter Basic Information

*Required Fields

“Itemn Type: | Virtual (VIRT) |~ @ #ID; | CoSotest |
*Title: i{‘:ﬂsntesll I

L Enter text In English (English)
Description:
#Domain: | Default Public Access Domain (PUBLIC) |}, Approval Process: | 1 Step Supenvisor (1 Step Supervisc | v | @
Approval Required: [ No |+ I Credit Hours: I 0.00 ]
Contact Hours: [ 0.00 | CPE Hours: [ 0.00 ]

Schedule Temnlate

Save & Exit Cancel
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11. The new Scheduled Offering with VLS
settings

1. Open Learning-> Scheduled Offerings> Add new:

SAP SuccessFactors Welcome Admin, Partner

Sign Out

Home Users Performance Learning fContent Commerce  System Admin

| Search: [ Enter Keywords or Command 1 | | £

3

Scheduled Offerings search J Add New | @)

Iltems 2

L

Saved Searches 0
Scheduled Offerings I

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You

Classes can also add or remove search criteria to further refine your search.
Group Instances Search Save As Reset
Catalogs Case sensitive search: Yes @ No
Programs Search All Locales: Yes @ No
. Scheduled Offering Type: Item offering type ' Schedule Block offering type € Both
Curricula i
Scheduled Offering ID: | Starts With Ol
Requirements . -
Type: Item

Item Type: Virtual
Item ID: Course (search for created course)
Enter Start Date/Time (make sure the datetime is not in the past)

Select Primary Instructor (search for instructor associated with the VLS Server)
Select VLS Server
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Add New

Add New Scheduled Offering

* = Required Fields

1. Summary Information

O ltem

Schedule Block

Help

Description:

e tvee- |

[ virtual (VIRT)

ELd

Catalogs:

* Domain: 9, PUBLIC

Publish in all asscciated catalogs (0)

Catalogs may be individually removed from the Scheduled

(hh:mm AM/PM)

* Time Zone:

| {America/New York) "

| Eastern Standard Time ‘.

Preview
Schedule Date/Time
Schedule
BiMayf2020 10:10 PM - 11:10 PM

Primary Instructor] O, [vkaltovicht 4]

Equipment:

VLS Server:

Passward:

2. Open the Segment and click Start Session(VLS Event):

Offering.
COSO RP
2. Schedule Information 3. Resources
* Start Date: [™ [o8/may/2020 Facility: i o
(d/MMM/yyyy)
* Start Time: [10:10 PM Primary Location: 3:0

Motify Instructor

o

[ VLS Test 5

“Warning: Specify a valid primary Instructor*
|
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SAP SuccessFactors Welcome Admin, Partner
Sign Out

&

| (o | | ) ‘
{ R ded Next: i Add Catalogs || Register Users [X]
= Test Course 20001 ) @ Actions  view Al
Description: Bookmark
=
2 Cancel the Sched...
Delote
I Item: ONLINE Test Course (Rev 1 - 4/May/2... I Approval Process: 1 Step Supervisor (1 Step Supe Record Learning
Approval Required: No *Domain: Default Public Access Domain (PUBI Send Notification
End Time: 04:30 PM End Date: 4/May/2020 lgg| [Initiate Evaluations.
| viewang | View Roster
4 | %]
Related More & Segments @ [z Resend Registration Notifications ‘ = e =
Registration Description Primary Location Primary Instructor  Virtual Actions Remove

Catalogs (] select Al
| Segments =] Mon 4/May/2020 |, 3
08:30 AM - 04:30 PM No Description Vera Vera Attendance [ ]

3. VLS Event will be opened in the Zoom Meeting:

[ JoN ] Zoom
Meeting Topic: I SC20001-SG1-Test Course I
Host Name:
Invitation URL: u : 5 “EE =N
Copy URL
Participant ID: 131977

‘A

»

Join Audio Share Screen Invite Others
Computer Audio Connected
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12. Adding Participants to the SO

(Students/Users)

1. Open the required Course.

Bl P

Home  Users  Performance  Leamil Content  Commerce System Admin
b @ s = a |
Search Results Pause Searching in Job Codes for matches. . 000
All (3) Items (3)
Entity Type Entity ID Title Domain Description
[aens 1<) [ | = [ ) [
A, Items 'ONLINE DMO01 (Rev 1 - 121... Der PUBLIC
A, Items ONLINE AS 001 (Rev 1-2/3/... AS 001 PUBLIC AS 001
Items ONLINE AS 002 (Rev 1 - 2/3/... AS 002 PUBLIC

2.
TH&

[

Open the Scheduled Offering, click The Offering ID
-

-
mmmi:mum;m Content  Commerce  System Agmin Raterer
R | Seach [AS00T - | ( Next: gig Add Cataiops ;awsunmmm@'
[[] CeckLink001 ILT CeckLink001 (Rev 1- 2152019 06:07 AM) (1] == &  Ad
Description: @ L
CeckLinknO1 Cover Page (Inactiv... 5
Bod
c
Column 20: Classification: Instructor-Led el
Edit *Domain: Default Public Access Domain (PUBLIC) [-
Thumbnail File: ; Approval Process: oy
Approval Required: Ho bl
Assign. Type: Credit Hours:
Contact's Email: ‘Withdraw Approval Process:
Thumbnail URL: Witndraw Approval Required: Mo
View All @
Related More (3 Scheduled Offerings
Assignment Profiles -] Sta Start Time End Date End Time Location Status
Segments
Online Content 1040 252019 0700 AM AmericalNe._.  2/52019 08:00 AM Amaricaie e —
Catalogs 1042 252018 07:00 AM AmenicaNe . 2/52019 0300 PM Americaie —
Competencies 11041 2152018 0930 AM AmencaNe 2052019 0530 PM AmericaNe. [ ———————————
Curricula
Jam Groups
Prerequisites

Subject Areas

Substitutes

Scheduled Offerings.
9%
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3. Navigate to the registration. Click 'Add Users'
a - i

Leamning  Content Commerce System Admin

g [ AS 001 |
: - ! Recommended Next: JJJ

= CeckLink001 31040
Description:
Item: ILT CeckLink001 (Rev 1 - 2/5/2019 06:07 AM) Approval Process:
Approval Required: No *Domain: Default Pubiic Access Domain (PUBLIC)
End Time: 0800 AM End Date: 2752019
Withdraw Approval Process: Withdraw Approval Required: o
Facility: Instructor: ivan sirva
Start Date: 2/5/2019 Start Time: 0700 AM
*Time Zone: Eastem Stan; Time (America/New York) Registration Status: 1 enrolled. 0 waitlisted
View All
Related More @ Registration  AddUsers: |
Catalogs Non-enrolled | Waitisted (0) - Enrolled (1) | Total (No Limit) Slots (0) | Open Slots (0)
Segments Filter G [ sort By: Registration | | = Filter for Enrolled User
vera
Kaltovich
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4. Enter Search Criteria

Search

Search Users

Enter a value for each Neld that you want ip use to filer your search Some fields allow you bo select from a list of values. You can
also add or remowe search criteria 1o furiher refing your seanch.

/ S (e

Keyword: | B

Last Name: [ Starts win [

First Mame: | =tarts with v |

Widddle Initial: [ Starts with v

Role ID: [ Starts Wit v

User Status: ® active O Mot Active O Belh

Profile Status: O Adive ) Espred ® Bath

Domains: [ Starts wien v T
Position ID: S | T
Native Deeplink User: O ves O no ® Both

Gamification User ID: [Starts With v

Add/Remave Criteria © Search | Reset |

5. Add



NOTE: The User(Student) should have an email in the Account ID field which is
associated with the Zoom Account (by email)

Native Deeplink User:

Gamification User ID:

Add/Remove Criteria ©

Add Users to Scheduled Offering

Chargeback Price
Registration Status Account (1000) Order Ticket

User
'F [ Active Enrolment(Enrolled) ¥ | fo.00 [US Doltar(UsD) ¥ |

<
e

Email confirmations to: # User [ Instructor [ Supervisor (| Contacts | Add

6. Check that the user is added:

Description:

Mtem: LT CeckLink001 (Rev 1 -2/52019 06:07 AM) m
e ‘*Domain: Defautt Public Access Domain (PUBLIC)

2152019
No
ivan sirva
 StartDate: 2/5/2019 07:00 AM
m Eastern Standard Time (America/New York) 1 enrolled, 0 waitlisted
View All @
Related Vore @ Registration | AddUsers: O] | Seings | Advanced | @ 2
Non-enrolled | Waitisted (0) v Enrolled (1) | Total (NoLimit) | Siots (0) | Open Siots (0)
Segments [Fiter qQ SortBy: Registraton | | v | [ Filterfor Envolied User q

__— =
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13. Generate the VLS Attendance Report

The procedure for obtaining the VLS attendance report is the following:
1. In the Admin Center click the Learning tab. Select Scheduled Offering on the left
menu and click Add New to create a new Scheduled Offering.
2. Fill in the Summary and Schedule information forms and click Save.

Add New (x]
Add New Scheduled Offering Help
* = Required Fields
1. Summary Information
1
* Type: @ lItem] Schedule Block Description:
28 - item Type: | Online Course (ONLINE) 5
A
I3I * Item 1D: O, Test Course | | L .
J Catalogs: Publish in all associated catalogs (0)
* Domain: @ PuBLIC Catalogs may be individually removed from the Scheduled
Offering.
4 Test Course
2. Schedule Information 3. Resources
* Start Date: ™ [oapmav/2020 Facility: £ o
(d/MMM/yyyy)
* Start Time: [1:30 PM Primary Location: | T o
(hh:mm AM/PM)
) ) Primary Instructor: Q, [vkaltovicht [+
* Time Zone: Greenwich Mean Time . 5 .
| (Europe/Londen) i Notify Instructor
Equipment: | + I+
Preview
VLS S : [ 2
Schedule Date/Time 6 erver: (VLS Test
Schedule “Warning: Specify a valid primary Instructor®
4fMay/2020 01:30 PM - 09:30 PM Password: |

3. After successfully saving of the Scheduled Offering, click the View All button to open
the Additional Settings:
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AR PPN R

Home Users Performance Learning Content Commerce System Admin

l_r] M l Search: [ Enter Keywords or Command ] ( Go b ) |
r @ Search Results [ Recommended Next: Qi§ Add catalogs 7] Register Us
— Zoom test 27001 e |
Description:

| viewan@ |
L )

Related More G Registration  Add Users: Settings
T Non-enrolled | Waitlisted (0) |+ ] Enrolled (0) | Total (No Limit) | Slots (0)
Segments [ Filter Q)] [ Sort By: Registration [ | v i [ Filter for Enrolled User

3.1 Set Report rules:

=LAE . - o TR
Home Users Performance Learning Content Commerce System Admin References Reports
Additional Settings [x]
#Required Fields
Email confirmation to the Instructor: No Email confirmation to the Supervisor: No
Email confirmation to the User: No Email confirmation to the Contacts: No
Enable Users to Waitlist: Yes Maximum Registration:
Minimum Registration: Registration Cut-off Date: MM/DD/YYYY
Registration Cut-off Time: Registration Cut-off Time Zone:
Published Price: 0.00 US Dollar {USD) (Default) Self Registration: Yes
Supervisor Registration: Yes Withdraw Cut-off Date: MM/DD/YYYY
Withdraw Cut-off Time: Withdraw Cut-off Time Zone:
VLS Settings
A ically record | g events ... Yes For Credit Completion Status: ILT_ATTENDED (Attended) - For Credit
Minimum Attendance Percentage for ... 10 Non-Credit Completion Status: ILT_NOSHOW (No Show) - Not For Credit
Save Cancel |
5

3.2 For configuration a VLS Scheduled Offering to automatically record
attendance:
Set the required parameter to the form according to the information below:

VLS Settings
Must be YES ( Mot For Credit Status
Automatically record learning events after sch... No ;oncmn GCompletion Status

For Credit Completion Contact:
B Regiws::N For Credit Completion Status l Enable Users to Waitlist:
Withdraw Approval Process: s P
Minimum Attendance Percentage for Credi =-| Minimum percentage of time of meeting users need to attend for Credit j

Under the VLS Settings heading, set the following
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Automatically record learning events after the scheduled offering has completed to
“Yes”

Minimum Attendance Percentage for Credit should be populated with the percent of
time users need to attend the session in order to receive credit.

For Credit Completion Status should be set to a for-credit completion status. This is the
completion status used for the learning events recorded for users that attended the
session for the required % of time

Non-credit Completion Status should be set to a non-credit completion status. This is
the completion status used for the learning events recorded for users that did not
attend the session for the required % of the time.

Note: Both For Credit and Non-credit Completion statuses are mandatory for Scheduled
offerings (unlike for other types of items) using VLS integration. Otherwise, an error
may be displayed such as "Non-credit Completion status ID is required".

4. Click Save

5. Select the Registration tab on the left panel and click the Add User button to add
students to the Scheduled Offering. Enrolled users are displayed on the table on the
right side.

= Zoom test 27001

Description:

View All &

Related More @ Registration Add Users:

Registration Add Users...

Catalogs Non-enrolled | Waitlisted (0) Add Users From Request List... Enrolled (0) | Total (No Limit)
9 - Add Users Using Import Data Tool...
Segments [ Filter

[ Filter for Enrolled User
Add Slots...

6. To set a Report scheduler, go to the System Admin and expand Automatic Processes
button on the left panel.
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PR

Home Users Performance Learning Content Commerce System Admin
Search: Enter Keywords or Command Go
7~
WUIITIIL D1aluD. CuliGuuIGu
) Next Execution: 13/Sep/2019 04:10 AM America/New York
Native User Data Retention
-Schedule
Open Content Network Content...
Power Search Synchronization Schedule This Process
Power Search Optimization Every:
Purchase Order Low Balance N... A Hourly (100r0y) [: Hour(s)
Purge Deleted User Audit History oDa“y
Purge Expired Catalog Contents /\ Weekly Day: [:
Refresh Org Dashboard Data —~ . =
Reset Online Item __'Monthly Date: [:
VLS Attendance Processing Time of Day: @
Waitlist to Request List (hh:mm AM/PM)
Scheduled Offering Delivery Time Zone: [ Eastern Standard Time (America/New York) 0
Subscription Expiration Notific... Email Address: |admin@gmail.com I

6. Click the VLS Attendance Processing to Set time schedule.

Click Apply Changes.

"Home Users Performance Leaming  Content Commerce  SystemAdmin

i Search: | Enfer Keywords or Command Go
_ Automatic Processes Hele
Coupon Expiration Notification = Edit VLS Attendance Processing
Curriculum/Program Clean-up
W e TR VLS Attendance Processing
Evaluation Synchronization
External Verification Reminder R
Jam Groups Notification s
ltem Request Clean-up Last Execution Result:  Succeeded —
item Scheduling Demand Last Execution: 121Sep/2019 04:10 AM America/Mew York few Errars
Learning Expiration
Learning Plan Notification Current Status: Scheduled
HafivaBsarBsiation Next Execution: 13/58p/2019 04:10 AM America/New Yark
Native User Data Retention
Open Content Network Content... N
Power Search Synchronization )
Power Search Optimization Schedule This Process
Purchase Order Low Balance N... N Every:
Purge Deleted User Audit History Hourly {1000) [ =1 Hourts)
Purge Expired Catalog Contents © Daily
Refresh Org Dashboard Data B
Racat Anlina lkam O Weeldy Day: | -]
Attendance Processing ~ Manthly Date: h
Waitlist to Hequest List Time of Day:
Scheduled Offering Delivery (hh:mm AM/PM)
Subscription Expiration Netific... Time Zone: Eastern Standard Time [America/New York) _'I
User Requested Scheduled Off... Email Address:
Recommendations Newsletter
Program Enrollment/Withdrawal - Automatic Process Jab g
Set Instructor Base Cost
Schedule End Date T
= Threshold: 10 <] dayis)
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7. When a Scheduled Offering is created, a teacher gets the Confirmation email.

Email example:
Instructor Assignment Notification inboxx ]

POVE wo gt Vs G v @ Tue, Sep3,6:01 PM (9 daysago) V¥ &

to developer ~

B  RPO004
3 When  Tue Sep 3,2019 6pm - 7pm (MSK)
Tue pr Who - - ——

Instructor Assignment For: . .
This e-mail confirms that you have been assigned as an instructor for the following learning session:

Subject:

Schedule:

Course Duration : 3/Sep/2019 - 3/Sep/2019

Course Schedule : 04:00 PM - 05:00 PM Europe/London

To join the training session, click on the link below:

7. Students receive the Confirmation email after adding to the Scheduled Offering.

Email example:
SESSION UPDATE For: RP 004 inbox x =

B Ll e e e e Wed, Jul 24,2:55PM Y &

to developer ~

This message is to inform you that RP 004 has been updated.
The current course information is listed below:

Start Date/Time: 24/Jul/2019 12:55 PM Europe/London
End Date/Time: 24/Jul/2019 01:15 PM Europe/London
Instructor: s A P

Please click on the following link to start this session: =0 w0 e e i vy

Bomt vel i, Y. AP .8 WRove i o wml, -

If you have any questions about this update, email = Lo e e e 0 e
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8. A user receives a report email after Scheduled Offering is completed and
automatically recorded.

tome ~

The VLS Attendance Processing APM produced the following results:
User attendance data was retrieved for 1 Virtual Learning Event(s).

Learning events were automatically recorded for 1 Scheduled Offering(s).
Scheduled Offering ID 33209 - RP 004 (ILT, RP 004, 4/8/2019 02:53 AM America/New York, RP 004) had 1 User learning event(s) recorded.

& Reply ®» Forward

9. Users can check a Report in their account in the Admin Center.

To check the report open Users, search for user name, click on the search results and
open Item Completed tab on the left panel.

If Scheduled Offering has Attended status, Report is available in View details.

[y v ‘ Search: [ Entor Koywords or Gommand J ‘ I )

4) Search Results
] vera+8@esynetraining.com (1] = & Actions  View All
=
Last Name: First Name: = Bookmark
Mi: External ID: /70 Roglatation s I
Assign Leamning ..
Job Code: Position:
Email Address: HE *Domain: u
Organization: Primary Supervisor: View Usor's Talont...
Related Admin: Manage Alternate ...
| View Al ® Copy User E
Related More @ ltems Completed e 2
Assigned Items Item Title Status Completion Date Details.
Curricula RP 004 No Show 1IApI2019
External Requests RP 004 Attended 25/Aprf2019 View Details
Programs RP 004 Attended 25(Apri2019 View Details
Assignment Prefiles RP 004 Attended 25(Aprf2019 View Details
RP 004 Attended 25(Apri2019 View Details
RP 004 No Show 19/Apri2019 View Details
RP 004 Attended 19/Apri2019 View Details
RP 004 Attended 15(Apr2019 View Details
RP 004 Attended 15(Aprf2019 View Details

10. To check the report click on the More Details button.
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Learning History Details

Iltem: ILT RP 004 (Rev 1 - 4/8/2019 02:53 AM America/New York)
Title: RP 004
Scheduled 33207
Offering 1D:
Instructor: fwa2187 - Geist, Sarah
Completion Date: 4/15/2019 11:45 AM America/New York
Completion Status: ILT_ATTENDED (Attended)
Total Hours: 0.17 Contact Hours:
CPE Hours: Credit Hours:
Grade:
Comments: Completion Status assigned by Virtual Learning System

& File Atiachments (0)

11. Students can see the report Certificate in their User's interface.
Open My Learning, select Completed Work and in the list click on attended Scheduled

Offering.

Completed Work

Show Completions: All -

4/12/2019 09:00 AM & Zoom8

4/11/2019 03:10 AM & RPO04

4/8/2019 06:20 AM & RPO04

4/8/2019 05:30 AM & RP 004

ltems: 4

Attended

Attended

Attended

Attended

B @ D D

* All dates are for America/New York time zone.
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+ Back
Completed Work @

Show Completions:  All -

4/12/201909:00 AM 2 Zoom 8 '
RP 004 a
ra+7 @asynctraining.cor

Q  View Details é-

¥

411/201903:10AM 8 RPO04. metne

Completion Date: 4/11/2019 03:10 AM

Lo I c R -

@ Print Certificate
4/8/2019 06:20 AM & RP o004
4/8/2019 05:30 AM & RP 004 Attended
ltems: 4 * All dates are for America/New York time zone.

12. In the opened popup click on the View Details button to check Report Certificate.

« Back

Completed Work Details Q

Zoom 8

Instructor-Led Training zoom8

Revision: 1 - 4/12/2019 05:36 AM America/New York
Scheduled Offering ID: 33175

Completion Date: 4/12/2019

Status: Attended

Completed Work Details

Grade:

Total Hours: 0.17

Credit Hours:

Contact Hours:

CPE Hours:

Instructor: ivanr+sirva@esynctraining.com - sirva, ivan
Comments: Completion Status assigned by Virtual Learning System
& File Attachments (0)
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