Assigning CBLs to a Group

**Need Admin rights to create groups. Submit a QSARF if needed.

Using groups to assign CBLs will make it easier for you to make bulk assignments and decrease the amount of
time spent on this activity. Since you have assigned the education, you will be able to track on your My Team
tab (located on your Student login) if they are completing the required education on time.

1. Sign in to myCHU with your Administrator Login.
myCHU HealthStrear|

2. Select the “Education” tab
3. Select “Add a Group Assignment”

Janet E Spence | Catholic Health System - Org Level | Administrator

People Courses Education Reports Tools
e
Assignment Management

Add a Group Assignment

Manage Group Assignments

Add an Individual Assignment

Add a Certification Based Assignment

Add a Group Assignment page will appear.

4. Name this Assignment that is clear to you. Develop a consistent naming convention.
Recommended naming convention: Department Name, Date with Year First, Details (Example: MHB 5N
2022.07 Inside Man July CBLs).
5. Description is optional.
6. Select the Learning Items you wish to assign.
a. Under Content and Audience click Search Learning Items.

Group Assignment Management

Add a Group Assignment

Name this Assignment
nd cenain reports.

Description

Content and Audience

Learning ltems arch Learning ltems....

students are enrolled Into the active version of & [earning Item wien They select It an teir To-Do List

Target Audience Search Student Groups. Create a Student Group..
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2022.07.07

Type a keyword to search for.

inside

inside

Results per page:, 25 v

SortBy: MameAtwoZ #

[] & AWHONN POEPS - Module 01: Overview of Reproductive Health and Infertility

Ver. 3: The purpose of Module 1 is to provide an overview of reproductive health and infertility. Pregnancy is af
release an...

Owner: HealthStream  Status: Approved  Expires: Jul 1, 2024

Contains: [J [#

& Inside Man: S1E01 - The New Guy (Social Engineering) 2022 - CHS Associates

Ver. 1: The Khromacom IT team frantically attempts to deal with a cyber-attack when, seemingly out of nowher
10 joi...

Owner: Catholic Health System - Org Level Status: Approved  Expires: Jan 31, 2023

Contains: GJ [&

& Inside Man: S1E02 - Social Hour (Social Media) 2022 - CHS Associates
Ver. 1: Mark begins his new job at Khromacom, receiving his badge and meeting his new co-workers. Ed assign|
Someo...

Owner: Catholic Health System - Org Level Status: Approved  Expires: Jan 31, 2023
Contains: GJ [&

Click Select

Select Check All Current Search Results Clear All Selected ltems

The selected courses have been added to the Learning Items for assignment.

Content and Audience

Learning ltems * Q Search Learning ltems...

Students are enrolled Into the active versian of a learning Item when they select It on their To-Do List.

Inside Man: 51E01 - The New Guy (Social Engineering) 2022 - CHS Associates

Inside Man: 31E02 - Social Hour (Social Media) 2022 - CHS Associates

Content and Audience

Learning Items * Q Search Learning ltems...

Students are enrolled Inta the active version of a learning Item when they seledt It on thelr To-Do List.

Inside Man: S1EQ1 - The Mew Guy (Social Engineering) 2022 - CHS Associates
Inside Man: S1E02 - Social Hour (Social Media) 2022 - CHS Associates

Security Awareness Fundamentals 2022 - New Hire Associates

A list of courses will be displayed. Select the individual courses that you would like to assign.

You can add multiple learnings to this assignment. To add more courses, click Search Learning
Items again and search for another course to add to this assignment.
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Once you have selected all the education you want to assign to your group, it is now time to select the
Target Audience.

7. Select your target audience
g. Typically, you will search for your previously developed student group.
i. Click Search Student Groups.
ii. If you didn’t previously create a student group and want to build one, click on the Create
a Student Group hyperlink and build it (you may review the “Creating Assignment
Groups for Managers” as a reference).

Target Audience Search Student Groups. .. Create a Student Group....

iii. There are multiple ways to search for your group. The easiest is to search by
Administrator Last Name. You could also search by Student Group Name (you can type
the partial name of your group).

iv. Click Search.

Group Assignment
Search Student Groups

( RETUN To Group ASsIENMent Editor

Student Group Name AJMINISTrATOr LAsT Name:
student Group Visiolliy: Administrator First Name:
® visiple O Hidden U oth | |

Student Group Type: administrator User ID:
O profile ® Indvidua O Botn [ |

Creatlon Date Range:

From: l:l@ Through: l:l@

AlphaDetica

v. Your group(s) will be displayed at the bottom of the page. Select the desired group. Click

Select.
Results per page: 1 Recordys)
SortBy:[Name Ao Z e
MName Options
Clinical Educators Team 2022.07.07
Count: 1, Type: Indnidual, Affillation: Instiution, Last Updated: 7/7/2022 11:27 AM, Updated By: Michaal View Assignments | view Checklists | Edit | Copy | Delete

vi. The selected group is now added to the Target Audience.

Target Audience Search Student Groups... Create a Student Group...

Clinical Educators Team 2022.07.07
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| Select the Dates and Settings

8. Assignment Type: One-Time Assignment
9. Go-Live Date: this is the date the education will be pushed to your team. Use the Fixed: Go Live on

(this is the date the courses will appear on their To Do tab for them to take the course).

10. Due Date: This would typically be the end of the month the education is assigned. You may reference
the CBL announcement sheet for due dates. You will receive overdue alerts based on this date. Also,
managers can logon to their student account and review the My Teams tab to review associates that

are approaching upcoming due dates.

11. End Date: Associates would NOT be able to complete the assignment past the due date. Select the
date carefully. You may want to allow them to have a month past the Due Date to complete or even

the end of the year.

12. Effective Date: Enter a date in the past to provide credit for anyone that may have already completed
the course prior to this assignment. This ensures they aren’t taking the course a second time. In most

cases, the recommended practice is to apply completions from the first of the year.

Dates and Settings
Set the Assignment Window

Assignment Type
How often should this assignment occur?
'é‘ QOne-Time Assignment

Recurring Assignment

Go-Live Date
When should this ass _‘ZTTIE'T:IEIECCfEI on each person's To-Do list?
P Zr7/9022 el
(@) Fixed: Go-live on | 7/7/2022
Flexible: Go-live| 0 days after each individual's | Hire/Active Date
Due Date
For sslgnments, this Is the Inftial due date.
= s
®
Due 30 days | after W Hire/Active Date v

End Date

Prevent satisfaction of this assignment after this date.

Endon | 123172022 [8)

Expand the Assignment Window

Effective Date
The assignment begins laoking for completions from this date forward
By SETUNZ TNIS T &N earlier date. exIstng completions will satsfy Tis assignment

. . 1412027 e
Apply completions since| 1/1/2022

w | beginning

=

13. Click Save.

ﬁ Save and Add Anaother Cop)

Exemptions Cancel

14. A message that the assignment is currently processing will be displayed. You can navigate away from

the page.

Group Assignment Management
Edit Group Assignment

Congratulations, you have now successfully assigned education out to your desired team. Because it
has been assigned to your associates, you will now be able to track completion status from your My

Team tab.
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