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Instructor Management Program Overview
Introduction

Welcome to Augusoft Lumens!
Let’s take a moment to discuss the format of your workbook:

e This workbook contains screen captures of the Lumens software, which can be used as
a reference tool during the learning process. Lumens has three web templates you can
choose from to build your site, so you may see slight variances between the screen
captures, however it's important to note that the screen navigation paths are the same.

e Each topic and subtopic are sorted based on the menu and submenus in Lumens. This
workbook was designed to make it easy for you to follow along with trainings and to
reference as you build your site.

The Lumens Instructor Management Workbook will ensure you have the knowledge needed to
manage Instructor financials in Lumens, including Contracts and Earnings and Payments.

The Lumens Instructor Management Workbook will include training on the following topics:

¢ Instructors — including earnings, payments, and contracts
e Reports

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Instructor Management Program Overview

Introduction - Ilcons

There are several icons used in the manuals. Each icon has a visual value:

o
-
o
-

| Wish Lumens Could...
Lumens thrives on user
feedback to influence new
features and updates —
indicates an area where
you may be able to think
about what else Lumens
can do for your program.

Retention Activity
indicates something to be
done after or outside of the
training.

Ripple Effect indicates
the importance of
understanding the
information as well as how
it impacts other areas that
will be downstream or
dependent on the setup.

Additional Reference
indicates a process not
formally addressed in the
workbook. Additional
resources will be

indicated, such as a QRA
(Quick Reference Aid or
resource indicated, outside
this training).

Information indicates
informational items, things
to consider as you set up
your site, tips based on
best practices or common
practices of other Lumens
customers.

Questions indicates
questions for review and
also to frame thought
about the way you will
setup your site.

Try it! Is a suggested
place in your training to
stop and practice what you
are learning.

Knowledge Check is at
the end of a section,
designed to review new
content.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Instructor Profile
Instructor Profile

Obijectives for Instructors:
e Review an addition of an Instructor profile
e Review Instructor Earnings and Payments in Lumens
e Create an Instructor Contract Template in Document Editor
e Create individual and multiple contracts in Lumens using Document Editor.

This section of the workbook focuses on the design and development of Instructor profiles for
your site.

Instructors > Instructor Profiles

Instructors
Last Name First Name
Lumens Instructor ID City
State / Province Zip
Phone Number Email
Instructor Status Active v

(oo | o

To restore a complete instructor listing, press Reset; then press Search.

Showing records 1 through 12 of 858.

Select Instructor Name Instructor
Status

Review from other workbooks:
You may want to create a naming convention for Instructor usernames to be consistent.
Remember, they must be unique.

Creating a TBD Instructor allows the organization to create a Class even if unsure who
will teach.

An instructor cannot create his or her own profile nor can they edit their picture, bio, or access
(for example, the ability to update grades and/or attendance). A Staff member must create
instructor profiles and make certain modifications.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Instructor Profile
Instructor Profile - Continued

To add an Instructor, Click Add in the action column.

Add Instructor

*denotes required information.

Username: minimum &, maximum 255 characters

Username™ I

Password: minimum &, maximum 255 characters

Password® I

Re-enter password® I

Identity verification Question INone specified ;I

Identity Verification Answer I

Password hint* I

First name* I

Middle initial I

Last name™ I

Alternate name I

Employer I

Company type INUHE specified vI
FICE Code I
Job title Ilnstructur vl
Instructor ID I

line 1 = Address* I

line 2 = Address I

City* |
State |Minnesota =
zip* |
Zip+4 I
Additional phones INDHB spec\ﬁedLI I EJ‘tI
995-995-9999
|N0ne specwﬁedLI | Enl
995-995-9999

|N0ne specwﬁedLI |
995-5599-9359

E:Ktl

E-mail I

Add instructor photo (file S0K or I
leco)

(Bio Name™* Bio Details*

Spell Check |
\_ P

Make public INone 'I

Allow Email to Students? & .. ¢ g
Allow Instructor to Enter Grades? ¢~ .. " pg
Days after class end grades can I
be recorded by Instructor
(le=ving blank means Instructor cannot record grades)

Allow Instructor to Record
Attendancez | Yes O Ne

Birth date
mm/dd/yyyy
Educational level [[one speciied =]

Gender  pomale O Male

Internal comments - I

Among the many required fields,
Bio Name and Bio Details are
required.

Additional fields may be added in
Optional and Custom Fields.

The maximum size allowed for
an Instructor photo is 50KB.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Instructor Profile
Instructor Profile - Continued

An active Instructor can be edited. Click the radio button so the drop-down menu appears. Click
Edit link so the profile view will display.

Select Instructor Name Instructor
Status

Add

(3 Abramson, Maurice &8 Active

Adams, Howard g Active

Edit

Inactivate

Earnings & Payments
Profile Notice

Adkins, Chris Active

Inactivate / Activate an Instructor: An Instructor profile can be inactivated. A warning
message displays to confirm inactivation of the record. Once completed, the Instructor’s status
changes to inactive (click the status option in the search view). He or she can be reactivated if
needed.

Earnings & Payments: This is an optional feature in Lumens and is only viewable if active. We
will review this feature later in training.

Profile Notice: This allows you to view, print, and / or email the instructor his/her password and
user name.

Delete: An instructor profile can only be deleted if he / she has never been assigned to teach a
Class.

[Image] & : The camera indicates the profile has a picture associated with it.

[Image]=®> : The link indicates the site is using linked profiles and this profile is linked to a
Student or Staff profile.

Instructor profiles can be imported for a small service fee. If interested, talk to your
Implementation Specialist.

Try It
Modify an existing Instructor:
Locate an Instructor
o Add a Bio (look at the existing and a complementary second bio, e.g. Excel
Expert Bio, add a PowerPoint Expert Bio.
e Add a picture (if you have one available)
e Click, Submit when complete.

Questions:

Do you want to allow Instructors to view the earnings and payments in their profile? If
yes, notify Augusoft Customer Service to activate this option.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Instructor Profile
Earnings & Payments

Instructors > Instructor Profiles

To use this feature, you must request to configure your site to use Instructor Earnings and
Payments. The information in earnings and payments is based on the payment type and rate
entered in Class details.

Select Instructor Name Instructor
Status
Add
) Abramson, Maurice &80 Active
) Adams, Howard g Active
Adkins, Chris Active

Edit

IEarnings & Payments I

| Profile Notice

Ripple Effect:
Instructor Earnings & Payments is not a payroll module. This is an internal way to track
gross payments to an Instructor. Use of this feature will allow you to use the Instructor

Contracts feature.

Questions:

Do you currently track Instructor earnings or payments outside of a payroll feature? If
so, what do you track?

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Profile
Earnings & Payments - Continued

The screen displays Classes and payments that are Unapproved, Approved, and Payments
tracked. To move a payment amount from Unapproved to Approved, click Approve.

Instructor Earnings and Payments for Chris Adkins
Back to Instructors

Classes listed in Red are in Run status.

Unapproved Instructor Earnings

Class Class Name Start Date Payment Type Rate or % Hour(s) to Instructional Payment Amt Classes
be paid Method dlsplaylng
Approve | 27278 Continuous Color for Your Garden  3/1/2018 Flat Rate 50 0.00 Classroom $50.00 .
Approve| Approve Instructor Earnings 6/18/2018  Hourly Rate 20 21.00 Classroom $420.00 !n Red are
Blue type denotes required information. in Run
Approve{ Instructor e A o Your Gaden | 7122018 Fiat Rate 150 5.00 Classroom 5150.00 status.

Class Name (ID) (37709

Approve] Clas - e 8/9/2018 Flat Rate 50 0.00 Classroom 550.00
ss Receipts $25.00

Approved Earnings

Approval Date v mm/dd/yyyy

Comments Approved Instructor Earnings

Payment Rate Hour{s) Instructional Amt Amt Paid Balance
Type or % to be paid Method Approved Remaining

Mo Appr|

—
| Zeeree | Ciose

Instructor Payments

Class Class Name Payment Payment Rate Hour{s) Instructional Amt Amt Paid Balance
Date Type or % to be paid Method Approved Remaining
Edit 26916 Advanced Microsoft 81812014 Hourly Rate 20 21 Classroom £420.00 $420.00 $0.00
Tables & Graphs
Edit 26919 Beginning Microsoft /52014 Hourly Rate 20 14 Classroom $280.00 $280.00 50.00
Excel Basic

A pop up appears. Comments are encouraged but not required. The Approved Earnings date is
auto populated with the payment amount, but both can be edited (if you are paying a different
amount than what was entered in the Class payment field). The approval date defaults to
current but can be edited. If the date is edited to a future date, the Class information will not
move to approved until that date.

Comments can be viewed in the Instructor Payment Report. The Class name is a link to review
the Class in the category view.

Click Approve.

Ripple Effect:

The details posted are coming from the information entered at the Class level including,
the payment type / rate / hours and instructional method. The Payment Amt displayed is
calculated based on the type / rate / hours.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Instructor Profile
Earnings & Payments - Continued

The payment amount approved, will move to the Approved Instructor Earnings field along with
all the Class details and the coded approval date.

Instructor Earnings and Payments for Chris Adkins
EBack to Instructors

Classes listed in Red are in Run status.

Unapproved Instructor Earnings

Class Class Name Start Date Payment Type Rate or % Hour(s) to Instructional Payment Amt
be paid Method
Approve 27585 Advanced Microsoft Tables & 6/158/2018 Hourly Rate 20 21.00 Classroom 5420.00
Graphs
Approve 27861 12 Lead EKG Interpretation TI9R20158 Flat Rate 150 .00 Classroom $150.00
Approve 27589 Confinuous Color for Your Garden  8/9/2018 Flat Rate 50 0.00 Classroom $50.00
( Approved Instructor Earnings
Class Clazs Name Approval Payment Rate Hour{s) Instructional Amt Amt Paid Balance
Date Type or % to be paid Method Approved Remaining
| Edit Pay |2T2 78 Confinuous Color for  8/8/2018 Flat Rate 50 0.00 Classroom $50.00 50.00 $50.00
Record Instructor Payment
Blue type denotes required information.
Instructor Chris Adkins Instructor Payments
Class Name (ID: Continuous Color for Your : _
ss Name (ID) Garden (27278) Payment Rate Hour{g) Instructional Amt Amt Paid Balance
Approved Earnings  $50.00 Type or % to be paid Method Approved Remaining
e TREETE o S0.00
Edit Payment o000 | Houwrly Rate 20 2 Classroom $420.00 $420.00 50.00
Payment Date 081082018 mm/dd'yyyy
Edit Approval Comments Hourly Rate 20 14 Classroom $280.00 $280.00 $0.00
Comments
P
|| Close

Click Edit to adjust the approval and the comments entered.

Click Pay, to document a payment to the Instructor.

A pop up appears (like the approval). The payment amount does not default; you must enter a
payment amount. The Payment Date defaults to current date, but this can be edited. Like
approvals, if a future date is entered, the Class details will not move to the Instructor Payment
view until that date. Comments are required to complete the payment documentation.

When complete, click Save.

Partial payments can be documented by adjusting the amount of the payment in the
payment field. If the full amount is not being paid, the balance will stay under Approved
Earnings and the payment amount will display under Instructor Payments. This process
can be done until all the approved amount has been paid.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Profile
Earnings & Payments - Continued

Instructor Earnings and Payments for Chris Adkins
Eack to Instructors

Classes listed in Red are in Run status.

Unapproved Ingtructor Earnings

Class Class Name Start Date Payment Type Rate or % Hour(s) to Instructional Payment Amt
be paid Method
Approve 27535 Advanced Microsoft Tables & 6/18/2018 Hourly Rate 20 21.00 Classroom 5420.00
Graphs
Approve 27661 12 Lead EKG Inferpretation 792018 Flat Rate 150 &.00 Classroom $150.00
Approve 27539 Confinuous Color for Your Garden  8/9/2018 Flat Rate 50 0.00 Classroom $50.00

Approved Instructor Earnings

Class Clazs Name Approval Payment Rate Hour{s) Instructional Amt Amt Paid Balance
Date Type or % to be paid Method Approved Remaining

Mo Approved Eamnings at this time.

(- )

Instructor Payments

Class Clazs Name Payment Payment Rate Hour{s) Instructional Amt Amt Paid Balance
Date Type or % to be paid Method Approved Remaining
Edit 27278 Confinuous Color for  8/8/2018 Flat Rate 50 o Classroom 55000 $50.00 50.00
Wour Garden )
0 Vanced TMCIos0 T Houny Rate . 20 i Classroom T320.00 20,00 T0.00

Tables & Graphs

The Class displays the Instructor payment as paid and displays a paid date. If partial payment
was made, the amount paid will display under Instructor Payments as well as a Class view
under Approved Instructor Earnings that will display the balance of the approved amount. To
complete those payments, follow the same payment tracking process.

We would recommend that this is tracked in accordance with your Instructor pay system.
Tracking in Lumens can support an overall picture of a program including Instructors costs and
payout dates.

Try Ith:

e Locate an Instructor with a Class associated (may use a previously built Instructor).
e Approve at least one Class payment.

e Do not complete the payment yet (we will review that with the Instructor contracts.

Document the Instructor and Class you approved.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Profile
Earnings & Payments - Continued

My Profile

Login name
Password hint
First name
Middle initial
Last name
Employer
Company type
Job title
Lumens Instructor ID
Instructor ID
Country
Address line 1
Address line 2
City

State

Zip

Zip+4
Phone{s)
E-mail

Make public
Birth date
Educational level

Gender

k0003422

Chris

Adkins

Other
Instructor
154
HHEF422
U5 A

1562 Charmaine Lane

Cedar Rapids
14

52404

205-425-2623 - Evening
testing4i@augusoft.net

Mona

Mone specified

Eale

Earnings Last Calendar Year
Payments Last Calendar Year
Earnings This Calendar Year
Payments This Calendar Year

Total balance

30.00

I0.00

5$3.,135.00

550.00

53,085.00

Ripple Effect:

The Instructor payments and earnings can also be viewed in the Instructor Payment
report (under Financial Analysis). Additionally, if configured, Instructors can see this

information on their own profile.

This will display in the Instructor’s
profile if your site is configured to
display earnings and payments to
Instructor.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Contracts
Default Templates

Instructors > Instructor Contracts > Create

Default Template

The document editor view for Instructors Contracts will have an example template loaded.
Click on Show Saved Documents and click on the sample template.

Document Type: Instructor Contract

FHow Saven DocumenTs

e = RT PAGE LAYOUT REPORTING VIEW

File Name:  InstructorConiractOnePer_template tx Save as Template Update Template Save as PDF File

= K« cwfla 1 A 5 R
b= o N Ov e 2 St" i SelectAn
= Local B [ U ovabs X, X v ALY =v v [ Fv = yles
Clipboard Zra * = v d#f Find.. W Select Objects
Clipboard Font w Paragraph 5| Styles Edifing
[ (I T oo 2 L L .
’7' E _.F L ! L L ! I.‘ L ! L ! L ! L ‘._

8441 Wayzata Bivd,, Suite 200 Minneapolis, MN 55426-1360
T 763-331-8300 Fax 763-331-8340

ContractlD <MergeFields.ContractiD=
Date Printed «MergeFields.CurrentDates

- MergeFields
. Instructor Information ‘

We recommend a contract template for each type of Instructor (internal and external).

Tabs are similar to those available on Microsoft Word. The above screen displays the home tab,

additional tabs are:

FILE HOME |INSERT| PAGELAYOUT REPORTING VIEW

D= B o@a 8 @

R DDOE B0 Q

Blank Page Table Image Shapes Chart Barcode | Hyperink Sookmark | Hesder Footer  Fage Text File Symbol
Page Break v v v v v v v v Mumber ¥ | Frame ¥ v
Pages Tables lilustrations Links Headers & Footers Text Symbols
L T T L I ’? AT R B B AR
_..P s L i L N L L L ‘,._

FILE HOME INSERT |PAGELAYOUT| REPORTING VIEW ~
Eﬂ Fn == E @ D [# #rame Colory | Indent Spacing
B2l B BDC0 s e
argins Orientation Size olumns Breaks age Color Frame T = )
Page Setup Columns & Breaks & Page Background & Frames Paragraph &
Y 1, v L ' ™ 2, ., LB 4, P = . 7
& I _“P ! K | i ? J Lo v I N 4._ |
o
FILE HOME INSERT PAGE LAYOUT |REPORTING VIEW ~
1 O ) | QE
I I o B " N 9 A (O (| B
Insert  InsertSpecial Field  Delete nsert  EditMerge | Preview Finish &
MergeField ¥ Field ¥ Properties Field | MergeBlock v Blacks Merge
Merge Fields Marge Blocks Finish
L L T ™ 2, . LB | 4 i 0
Hooooo ._NP. e e B B Lol W | L.(»_ |
A
G HOME INSERT PAGE LAYOUT REPORTING |VIEW ~
q B & Full Page Horizontsl Ruler | [F] Table Gridiines i Drawing Marker Lines
M8 [ Page Width Verti tarker Contr .
oo oo E age Wi Vertical Ruler D Bookmark Markers 9] Control Characters
v T Text Width Status Bar i} Textframe Marker Lines |yJs Frame Anchors
Zoom Toalbars Shaw
& ' Ve o ? ™. 2, s 4 . .
e 1 _“B ! v | i (Y J Lo ! v o l._ |

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Contracts
Default Templates - Continued

If you have an existing contract, you can copy/paste that contract into the document editor. If
not, enter the appropriate information for your contract details. The document editor works like a
word processing program.

The merge fields are used to pull details into the contract specific to the Instructor and the
Class.

FILE HOME INSERT PAGE LAYOUT |REPORTING | VIEW

[] Ilﬁ | [x} (=] [E'E] [@l ’_D" To remove a merge field,

Merge rid v | Feidn - Properics Fd | MergeBieckv  Blockr. | o Mege highlight the field and click
rge Blocks Finish Delete Field. This ensures the
g [1] werse T connection to the data field is
m MergeFields . AcctCodeFerinstructorPay ent|re|y el|m|nated
s Addrass

Addresss

Highlight Merge Fields

= [D] _ AlternateMame
Toggle the text background of a merge field to gray
~ ) - . approvedAmt
. if the current input position is inside the field.

appravedAmtbyClass

If you have multiple details to display, such as multiple classes, add fields to “merge.”

From the template view Choose Reporting > Insert Merge Block > Merge Block > Select the
applicable table columns that are multiple fields. This indicates that the field may have multiple
fields to display. To remove the Merge Block, use the Edit Merge Block option.

Once you have created a template, enter a file name, and click Save as Template.

X
augusoft.net needs some info from you.

Frterafile name: The template will now be displayable under Show
[ | Saved Documents. Multiple templates can be created.

OK Cancel

Retention Activity:
Build a sample contract in Document Editor.

Test the example in staging with an Instructor and Class.

Additional Reference:

The Document Editor has tools available to assist you in creating applicable templates.
Customer Support > Document Center > Quick Reference Library > Document Editor
Fundamentals

Customer Support > Document Center > Quick Reference Library > Document Editor
Mail Merge/Blocks

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Contracts
Create & Print Contracts

Instructor > Instructor Contracts

Instructors :
Instructor Contracts

Anh for Instructor by Instructor Last \

Name

Mo Approved Eamings
Partial Approved Earnings
All Approved Earnings

Contract Status Term o

Contract issue (]
Contract issue date before All Recorded Payments. =
date after

Cancelled [midiyyyy]

ClassID Class Mame

Category Select Category e Subcategory Select SubCategory e

\ Search /

Instructor Name Class Contract Issue Date Contract Contract Amt Bal Contract Status Action
A Name A" Type Amt Paid Remaining v

Create Default
Template |

One per Instructor D
Ho result to display

The Instructor contract view allows you to filter your view by Instructor name, contract status,
contract dates, Classes, etc. Contract Status is a filter based on the earnings and payments
view of each Instructor. You can locate multiple Instructors using the Advanced Search feature.

Before you begin:
e Ensure you have a Contract Template applicable to the Instructor needs
¢ Confirm earnings have been moved to Approved Status (see below)

Locate the instructor using applicable filters to narrow your search.

Instructor Name Class Name Contract Issue Contract Contract Amt Bal Contract Status Action
A Date N\ Type Amt Paid Remaining v
Create Default
Template
Select all Print Contracts
One per Instructor
|
— — — — —
[I:IAdkins. Chris 27585 - Advanced Microsoft Open 3420.00 $0.00 $420.00 All Approved
Tables & Graphs Enraliment Eamings

Click in the checkbox next to the name(s) of the Instructor/Class you want to create a contract
for using the same template.

Click Print Contracts to begin the process.
e One Per Instructor, provides the option to create multiple contracts in one activity. If you
have 3 contracts to build using the same template, you can check this box, each
instructor and you will get a resulting document for each Instructor.

Information:

If the Power User setting (System Options > Power User > General Settings) is set to
Yes under Allow Unapproved Earnings in an Instructor Contract, then unapproved
earnings can be used in a contract.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Contracts
Create & Print Contracts - Continued

Click Show Saved Documents to display the templates.
Click on the template you want to use to create the contract(s).

Document Type: Instructor Contract

File Name: Save as Template Update Template Save as PDF File

SHow Savep DocumenTs
HOME| INSERT PAGE LAYOUT REPORTING VIEW ~
S iTe sy
B -

. " . = = Und 3¢ Replac
= K X (B 20| By [Pt e

Ex SelectAl

Use Local B / Wovwabe x, X | ¥ v v | Ovdavr[Fr Ev | Styes
Clipbaard * = A v LRGEAR v Find K Select Objects
Clipboard Font 5 Paragraph | Styles Editing
I v, .. _“b ! K I i [ ! Lo L | N (._ I

Click the Reporting tab and choose Preview.
The pop up will let you define the number of results, then click OK.

SHow Saven DocumenTs
FILE HOME INSERT PAGELAYOUT |REPORTING | VIEW

(VI o OV~ I~ N e B

Insert  InsertSpecial  Field  Delete nsert  EditMerge | Preview [inish &
Merge Field v Field v Properies Field | Merge Block v Blocks Merge
Merge Fislds Merge Blocks Finish
_.F u ! L i P i ! L L L ‘,._

i
Limit Preview Data n
Mumber of preview resulis:

8441 Wayzata Bivd., Suite 200 Minneapol ontract ID «MergeFields ContractiD»

T 763-331-8300 Fax 763-331-8349 \ Date Printed <MergeFields. CurrentDates
_ «MergeFields OK
B Instructor Information )

1
Surname «MergeFields LastNames ﬁh’!l’l Names «MergeFields.FirstNames - |Date of Birth «MergeFields BithDales

Contract preview will display. Review contract(s). If you have multiple contracts or multiple

Instructors, the navigation arrows will display. Close the preview.

Snow Savep DocumenTs

REPORTING
Close
Preview
Preview Mavigation
.*P R LI I I IR I N A APl LI B v 1"_.‘.
—4
8441 Wayzata Blvd,, Suite 200 Minneapolis, MN 55426-1360 ContractID 58
T 763-331-8300 Fax 763-331-8349 Date Printed 08/08/2018
_ Instructor Information
Surname Adkins iven Hames Chris Date of Birth
[Address 162 Charmaine Lane |Citv. ST Cedar Rapids 1A ZIP Code 52404

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Contracts
Create & Print Contracts - Continued

After preview, click Finish & Merge, then click Save as PDF File.
The Pop up that appears will ask to Populate Contract Issue Date?
¢ If you choose OK, the main Instructor Contract view will display the current date as the

Contract Issue Date.
e |f you choose Cancel you will continue to save but the date will not be populated.

This site says...

Populate Contract Issue Date.?

OK Cancel

You will receive an option at the bottom of your browser to open, save or cancel.
Save the file in the appropriate internal location (Lumens does not save contract information.)

What do y_ou want to do with InstructorContractOnePer.pdf? Open Save N Cancel w
From: testing4.augusoft.net

Save using an applicable naming convention. The default is the name of the template.

> |

File name: ‘ InstructorContractOneP

e

Save as type: | PDF File (*.pdf)

# Hide Folders Cancel

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Instructor Contracts
Create & Print Contracts - Continued

If you choose to have the contract date populated, the field will display here.

Instructors :

Instructor Contracts

Search for Instructor by Instructor Last .

Name adkin

Contract Type @ Class D Project

Contract Status All Approved Eaming: Term e

Contract issue date before Contract issue

i date after )
[m/dfyyyy] [midfyyyy]
ClassiD Class Name
Category Select Category ~ Subcategory Select SubCategory e
Search
Instructor Name Class Name Contract Issue Contract Contract Amt Bal Contract Action
A Date Type Amt Paid Remaining Status ~

Create Default
Template |

Select all Print Contracts
One per
Instructor I:l

I:l Adkins, Chris 27;535 - Advanced 0B/08/2018 Cpen F420.00 $0.00 5420.00 All AE)pn:r\re:I Cancel

Microsoft Tables & Enroliment Earnings
Graphs

Try It!
Create a contract, using an Instructor and Class you created. Note where you saved the
PDF (we want to ensure that PDF is later deleted as a test).

For which Instructor / Class did you create a contract? Did you populate the contract
date?

Questions:
Do you anticipate that your organization will use Instructor Contract capabilities?
What do you currently use to create and distribute Instructor contracts?

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Reports
Instructor Reports

Objectives for Reports:

o Discuss the details available in the Instructor Payment report

¢ Run the report to compare against activities

o Review Instructor Utilization report for informational purposes.

This section of the workbook focuses on the reports available to track Instructor financials.

Reports > Financial Analysis > Instructor Payment
The Instructor Payment report is run based on Class dates. This report can be run based on
payment status and Class status to assist in confirming applicable details for payment.

Report Filter: Instructor Payment
No Saved Filters
Search Filter

Class Start Date on or After

Class Start Date on or Before

Includes Classes Starting On
Class End Date on or After
Class End Date on or Before

Include Classes Ending On

{this fiekd is mandstory anly i above fiekds are not s=lected)

Term

Calendar 2018
Calendar 2018

Earning Payment Status

-
- ~
No Approved Eamings

I No R ded Pay

Recorded Payments

Include Classes with Status

- Advanced Filter

QOutput Type

View Report As
HTML

D Suppress Criteria on Report

D Don't Print Report Graphic

Active
Confirmed
Run
Cancelled

Payment Status Options are:
e No Approved Earnings

e Approved Earnings / No Recorded Payments

¢ Recorded Payments

Multiple choices
are available by
holding the Ctrl
key down during
selection of
multiple status.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Reports
Instructor Reports - Continued

Instructor Payment Report:
This is a general view of the Standard report. This report can be customized.

Report Criteria Value
Term Calendar 2018
Eaming Payment Status: Approved Earnings/ Mo Recorded Payments

Include Classes with Status: Active Confirmed ,Run

Instructor Last Name Contains: adkins I H
nstructor profile
details
Instructor Instructor Custom Lumens Instructor Instructor | I Instructor Instructor Instructor Email
First Last Instructor Instructor Addressi1 Address2 City State Zip Code Zip+4
Name Name D [[n]
Chris Adkins kDO03422 154 162 Cedar 1A 52404 testing4@augusofi.net
Charmaine Rapids
Lane

Instructor Instructor Instructor Catalog Class Course Class Class Class End #of Class Class

Phone Phone1 Phonel  Mame Name MNumber ID Start Date Class Contact Location H
Number Extension Type Date Sessions Hours CIaSS Detalls
208-425 Evening Al Advanced 2000020 27585 06182018 062772018 4 12.00 Tippie
2683 Catalogs Microsoft Education
Tables & Center
Graphs
Gross Class Materials Class Material Class Students Electronic Misc. Total Total Class
Tuition Costs Cost Costs & Fees Registration Enrolled Voucher Credits/iCharges Promotions Discounts Acct . .
Fee Excluding Material Collected Payment Payments Code CIaSS FInanCIaIS
Materials Cost in For
Advance Class
Fees
§70.00 3S70.00 s0.00 §70.00 NO 50.00 o 30.00 S0.00 50.00 50.00 100-
2020

Class Instructor Instructor Calculated Approved Recorded Payment Instructor Staff Class Net Class
Acct Payment Payment Instructor Instructor Ingtructor Date Earnings Member Status Tuition Receipts

Code Type Rate Earnings Earnings Earnings Approval who Fees

For Amount Amount Amount Date Approved |nStrUCt0r
Class .
Fees Payment details
100-  Hourly 520 5420.00 $420.00 50.00 08/08/2018 Poweruser Run 50.00 $0.00
2020 Rate 1, Terri

Try It
¢ Run the report for the Instructor you approved.
¢ Review the detalils.

What amount is listed as approved and the amount paid?
Approved Amount
Payment Amount

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Reports

Instructor Reports - Continued

Reports > Catalog Management > Instructor Utilization

The Instructor Utilization report is run based on Class dates. This report will also provide a
Contract Issue Date and you can customize to include payment information. Specifically, it will

provide details about the Class the Instructor is assigned including registration numbers, contact

hours, and Class status.

REPOI"'. Filter: Instructor Utilization
No Saved Filters.
Search Filter

Class Starts on or After

Class Starts on or Bafore

Included Classes Starting On

(this field = mandatory only ¥ above fields are not seledesd)
Class Ends on or After

Class Ends on or Before

Included Classes Ending On

Term

Category

Subcategory

Calendar 2018

Select Category
Business & Professional Development
Certificates

S,

Select SubCategory

Instructor

Abramson, Maurice
Adams, Howard

Class Status

Class Type

Schedule Type

== Advanced Filter

Output Type

View Report A= [

O Suppress Criterla on Report
] Don't Print Report Graphic

Active
Confimned
Canecalled
Run

All Classes

All Online Classes
Intemnal Online Classss
Contract Training Classes
Certificate Classes
Course Series Classes
Hybeid Classes

P R

Scheduled -~
Cpen-Endad

Run Report Save Filter Reset

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Knowledge Review
Instructors Review

This review is based on the Instructors Module. Use this review to check your knowledge of the
topics and objectives of the module.

Objectives for Instructors:

Review an addition of an Instructor profile

Create an Instructor Contract Template in Document Editor

Review Instructor Earnings and Payments in Lumens

Create individual and multiple contracts in Lumens using document editor.

To complete this review, use the Instructors Module as a resource.
» The review has five statements below.
» Add the missing information.
» Compare your responses against the answer key (how did you do?).

An Instructor earning must be in the earnings and
payment view to display in the Instructor contract.

You must click OK in the pop-up message window when saving as a PDF in order to populate
the

You can create Instructor contracts.

You can create contracts just by choosing
Instructors and Classes in the Instructor contracts

view.

Locating multiple Instructors / Classes in the Instructor contract view can be done by choosing
the

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Knowledge Review
Instructors Review Key

Review answer key:

An Instructor earning must be in the approved status in the earnings and
payment view to display in the Instructor Contract (unless the settings allow otherwise).

You must click OK in the pop-up message window when saving as a PDF in order to populate
the contract issue date

You can create multiple Instructor contract templates.
You can create multiple contracts just by choosing
multiple Instructors and Classes in the Instructor contracts view.

Locating multiple Instructors/Classes in the Instructor contract view can be done by using the
advanced search option

Additional Reference: ——
Customer Support > Document Center > Quick Reference Aids > Instructor Contracts

for Single Classes -

Customer Support > Document Center > Quick Reference Aids > Instructor Contracts
for Multiple Classes

Customer Support > Document Center > Quick Reference Aids > Instructor Earnings and
Payments

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Knowledge Review
Reports Review

This review is based on the Reports Module. Use this review to check your knowledge of the
topics and objectives of the module.

Objectives for Reports:

e Discuss the details available in the Instructor Payment report
¢ Run the report to compare against activities
¢ Review Instructor Utilization report for informational purposes.

To complete this review, use the Reports Module as a resource.
» The review has four statements below.
» Add the missing information.
» Compare your responses against the answer key (how did you do?).

The Instructor Utilization report can be filtered by specific

The Instructor Payment report is run based on start or end dates.

The report also provides the Contract Issue Date created
when a contract is built and saved.

The Instructor Payment report includes details on the Class financials such as,
and

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Knowledge Review
Reports Review Key

Review answer key:

The Instructor Utilization report can be filtered by specific Instructors

The Instructor Payment report is run based on Class start or end
dates.

The Instructor Utilization report also provides the Contract

Issue Date created when a contract is built and saved.

The Instructor Payment report includes details on the Class financials such as, tuition ,
materials , promotions and
discounts

Additional Reference: e,

Customer Support > Document Center > Lumens Lite > Instructors Earnings &
Payments Report -
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