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Switching Between Public and Private Learning Network

1. After signing in to eForcePEl your profile starts in your public learning network (i.e. eForcePEl)
with access to all courses as an individual

2. Switch to your private learning network by selecting “My CoursePark”

3. Under “My Learning Network” select the name of your private learning network

Course My CoursePark [ Jane = @
L ———

-
[l Courses
[l course Bundies
X wembers

B Administrators

training at no cost.

B courses
i Courses Your Courses All Courses
L] Board .
Expiring There are 64 expiring or expired courses within eForcePEI
Courses
L Members Extrarid Ok
"= Using Social Media for Recruiting ki
View Aug 18, 2021
by eForcePEl
Unsubsenbe from Learning Network
— S
My Learning Networks
Holland College Cust.. = PEI'ca | Using Sccial Media to Sell Products ® PEI ca | Using Social Media for Recruiting
§ and... by eForcePEl
by eFercePEl
="' eForcePEl
Mot Attemptad Mot Attempted
=1 XYz Company
Find More

58 more registered courses
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How to Invite New Members to Your Learning Network

Click on “Members” from the left column navigation bar

Click on “Invite Others”

Add Emails: Enter an email address, and click the “+ Add” button

Continue to add email addresses, as required

Personal Note: Enter a customized initiation message (optional)

Check the confirmation box indicating you have an existing business/personal relationship with
the recipient

7. Click on “Send Invites”

ok wNPE

i Courses

Board @

A

Members

Ch | be

Reports

%' Settings @

‘ +— Search Members |
2]
Add Emails: m -

Add emails to invite list. Invites will not be

sent until you click Send Invites. @

Personal Note: I'd like to invite you to my Learning Network on

Optionally add a custom message to the CoursePark.
email invites
6 )
To confirm:* have an existing business or personal relationship with the recipients of
his email. 7

Invite 0 other(s) to 1 Learning Network(s). m
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How to Add Additional Course Bundles to your Learning
Network

If you are interested in taking advantage of additional course content for your Private Learning Network,
you can reach out to support at support@coursepark.com via email with the following information:

Subject: Request additional content

Body: Please add the following bundles to my private learning network:

e Bundle 1

For a full list of course bundles available please refer to the “Full Course Bundles List”.

5|Page
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How to Assign Courses to Your Members

1. Click on “Courses” from the left column navigation bar
2. Find the course, and click “Assign” to the right of the course
3. To assign to ALL members, click “Select All”
4. To assigned SELECTED members, click the box next to the user name. You can use the “Search”
button to search for selected members
5. Click on “Assign”
[ 1
i Courses
; Board
1 Members
j Reports
o Settings

. Social Media Bundle m m
i
by eForcePEl

Course |ID: 29524

. HRFundamentals Bundle w m
| by eForcePEl

Course ID: 29528

= ASSlg an Select Members @rvit& New Members Advanced Options

‘ v Select All ‘ | [l Assign | [l Un-Assign H J- Search ‘

| | Name « Status &

o 4 Doe, John. Member

johndoe@gmail.com m

0 Doe, Jane. Member
III janedoe@gmail.com
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How to Assign a Due Date

Click on “Courses” from the left column navigation bar

Find the course, and click “Assign” to the right of the course

Select “Advanced Options”

Select “Apply one of the following due date types”

Once your due date has been selected, click on “Selected Members”

To assign to SELECTED members, click the box next to the user name. You can use the “Search”
button to search for selected members.

7. Click on “Assign” m @
5

V
ﬁ ASSIgn Select Members Invite New Members [ Advanced Options

Due Date Options: @

Apply one of the following due date types:

ok wWwNE

Set the due date for this course to be

‘ 1 " ‘ Day(s) v

a Setthe due date for this course to be a specific date

‘ =
=l

Update users already assigned to this course

The member(s) will receive an automated email from CoursePark informing them that they have been
assigned a course and to click on the link provided.

Jane Doe has assigned you the course Social Media in Learning Network eForcePEl

Click below to view detail:
http://www.coursepark.com/course/indec/show/id/33561/learningNetworkld/2013/referrerLnld/2015
If the link is not working, you can copy and paste it into your browser’s address bar.

When the member signs into CoursePark the course data will indicate the Due Date. This feature does
not include email notifications.

Due Date Apr 23, 2019

s Social Media Bundle - Course 1: Introduc...
by eForcePEI D

orcePELca
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How to Obtain a Report of Training Records — By Course

1. Click on “Reports” from the left column navigation bar
2. Click on “Selected Courses”
3. Check the box next to the course you wish to view
4. Choose either “Export Course Report to Excel” or “Generate Course Report” (in current screen)
i Courses
; Board
‘ Members
:I_-l Reports
4 Settings
-j Reports Course Reports IVlember Reports

This reporting tool enables you to retrieve course results for any course within your Learning Network. If you wish, you can
use the additional reporting filters to limit the returned results based on various course or m racteristics. You can
select All Courses for a complete report, or select Selected Courses to select individual c enerate a report on.
Click Generate Report to view your report.

Courses: () All Courses @ Selected Courses

* Select all option will only select items from current page if the results span multiple pages

B Course Title & Type % Created %

3 Getting Started with Word 2010 online 2012-04-27
‘\ /—vgf Information

[ | HR Fundamentals Bundle - Course 1: Employment Standards online 2013-12-23

@ Information

(+ Apply Course Filters

Select and set one or more course filters to narrow the scope of your report.

+ Apply My Member Filters

Select and set one or more learner filters to narrow the scope of your repart
The checkbox at the left of the filters determines whether to show the field in your report.

Other

Include unassigned content O

. = G 8|Page
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How to Obtain a Report of Training Records — By Member

1. Click on “Reports” from the left column navigation bar
2. Click on “Member Reports”
3. Click on “Selected Members”
4. Check the box next to the employee you wish to view
— You may also use the “Search Members” function
5. Choose either “Export Course Report to Excel” or “Generate Course Report” (in current screen)

Courses

Board

Members @
Reports
@

al Re Pﬂl'ts Course Reports Member Reporis

Chy [ Al W

This reporting fool enables you to refrieve course results for members within your Leaming Network. If you wish, you can
use the additicnal reporing filters to limit the retumed results based on various cours r characteristics. You can
salect All Members for a complete report, or select Selected Members to select indi 3 bers to generate a report

on. Click Generate Report to view your report.

Members: o All Members = Selected Members

4 all option will cnly select items from current page if the results span multiple pages

First Name % Email Address ¥

Doe John johndoe@gmail.com Confirmed

| Doe_ Jane janedoe@gmail.com Confirmed

@ Information

# Apply Course Filters

Select and set one or more course filters to narrow the scope of your report.

# Apply My Member Filters

Select and set one or more learner filters to narrow the scope of your report.
The checkbox at the left of the filters determines whether to show the field in your report.

Other

Include unassigned content L

. = G 9|Page
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How to Remove Members
1. Click on “Members” from the left column navigation bar
2. Click on the down arrow next to “More” of the employee you wish to remove
3. Click “Remove”

i Courses
; Board @
1 Members
:I_.I Reports
& Settings
Name ¥ Status Joined ¥ '
- Doe, John. Member Jul 16, 2018
Q johndoe@gmail.com Lol
oy
] Email
Doe, Jane. Admin Jul
Q o . € Follow
Py janedoe@gmail.com
L View Learning Network Profile
m 25 50
/ Edit Member Infomation

& Upgrade to Admin

[3 L ¥ Remove
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How to Upgrade Members to Administration Status
1. Click on “Members” from the left column navigation bar
2. Click on the down arrow next to “More” of the employee you wish to upgrade
3. Click “Upgrade to Admin”

Courses

Board @

Members

Ch | e |l

Reports

&

Settings

Name ¥ : a

- Doe, John. Member Jul 16, 2018
Q . . More
johndoe@gmail.com

| Email

Doe, Jane. Admin Jul

~d janedoe@gmail.com @ Follow

L View Learning Network Profile Il

/ Edit Member Infomation

l 3 L B Upgrade to Admin ]

# Remove
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How to Upload External Links, Word Docs, PDFs

Enter text to introduce the content
Add a link or attach a file

Share = Post

o u s wWwNPE

Click on “Board” from the left column navigation bar

Mark as Resource — use for frequently referenced files so appear in “Resources” tab.

Select “Watch” to receive an email notification when someone posts to your board.

This is where all members collaborate, share best practices, post questions/comments relating to the
formal learning modules, and add links to blogs/YouTube/websites etc... that complement e-learning.

Courses @

Board

Members

e | o]

Reports

Settings

- Board @

Posts Resources Updates

7
. Share with everyone in this Learning Networlk...
(=)

-

Optionally, provide some relevant categories. ..

You're viewing Posts within eForcePEI2018

Optionally, attach a link... 3 EI Add Link | [P Attach File
—_——
Cancel Sharing with everyone within eForce@

(s -

071000 chaltv_]

[ Mark as Resource |:I]

Unwatch

®lForcePELca
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How to Reach our CoursePark Support Team

Click on the blue question mark on the right-hand side of your screen

Enter each field in the Support Form

Hit “Submit”

You will receive an automated email confirming that we have received your request.

Our support team is available 8am — 6pm Eastern Standard Time, Monday through Friday
Alternatively, email direct via support@coursepark.com

1.
2.
3.
4.
5.
6.

Course My CoursePark [ eForcePEl v

eForcePEl is designed to
- give Prince Edward Island
EEEEE = businesses the ability to
R Adninistrators A i provide skills training to

B their employees at no cost.

How to Reach Our PEI Office

For general questions and inquires please contact our PEI office through the following outlets:

@ Call (902) 566-9372
@ Email: training@eforcepei.ca
n Connect with us on Facebook

@rlorcePELca s
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