
Updated 7/5/2017  1 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

Learning Management System (LMS) 
Administrator Guide 

 



Updated 7/5/2017  2 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Learning Management System (LMS): Administrative Guide 

Copyright © 2016 NAVEX Global 

All rights reserved. 

 

Information contained herein may change without notice. 

Please report documentation issues in writing. 

 

No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any 

means, electronic, mechanical, photocopying, recording or otherwise without the prior written permission of: 

 

NAVEX Global 

13950 Ballantyne Corporate Place, Suite 300 

Charlotte, North Carolina 28277 

 

 

  
  



Updated 7/5/2017  3 | P a g e  
 

Table of Contents  

Introduction .............................................................................................................................................................. 5 

What is the LMS? .......................................................................................................................................... 5 

User Types and Access Levels ....................................................................................................................... 5 

Functionality across the System ................................................................................................................... 6 

Wild Card Search .................................................................................................................................................... 6 

Codes ...................................................................................................................................................................... 6 

Text Editor .............................................................................................................................................................. 6 

Accessing the LMS ................................................................................................................. 7 

Logging In to the LMS .................................................................................................................................... 7 

Forgotten Password ................................................................................................................................................ 8 

Logging Out ................................................................................................................................................... 8 

LMS Overview ....................................................................................................................... 9 

Language Options ................................................................................................................................................. 10 

Navigation ................................................................................................................................................... 11 

Main Menu ........................................................................................................................................................... 11 

Shortcuts ............................................................................................................................................................... 12 

Preferences ................................................................................................................................................. 13 

Change Shortcuts .................................................................................................................................................. 13 

Change Password ................................................................................................................................................. 14 

General Settings ................................................................................................................................................... 15 

My Profile & My Notifications .............................................................................................................................. 15 

Learning .............................................................................................................................. 17 

Resource Management ........................................................................................................ 19 

Users ........................................................................................................................................................... 19 

Create New User ................................................................................................................................................... 20 

Edit User Details ................................................................................................................................................... 23 

Mark User Complete for Learning Activity ........................................................................................................... 24 

Groups ......................................................................................................................................................... 26 

Create New Group ................................................................................................................................................ 27 

Edit Existing Group ............................................................................................................................................... 29 

Conditional Operations ......................................................................................................................................... 30 

Create Conditional Operation ............................................................................................................................... 31 

License Pools Dashboard ............................................................................................................................ 34 

Bulk Enrollments ......................................................................................................................................... 35 



Updated 7/5/2017  4 | P a g e  
 

My Company ....................................................................................................................... 39 

Company Details ......................................................................................................................................... 39 

Live Training Activity* ................................................................................................................................. 40 

Notifications ................................................................................................................................................ 41 

Types of Notifications ........................................................................................................................................... 42 

Create a Notification ............................................................................................................................................ 43 

Edit Notification Body ........................................................................................................................................... 47 

Configure Online Activity Notifications ................................................................................................................. 48 

Send a Manual Notification .................................................................................................................................. 52 

Notifications Queue .............................................................................................................................................. 53 

Notifications History ............................................................................................................................................. 54 

Batch Operations ........................................................................................................................................ 55 

Types of Batch Operations .................................................................................................................................... 55 

Considerations for creating Batch Operations Files.............................................................................................. 56 

Create New Batch Operation ................................................................................................................................ 57 

Create or Edit Batch/ADX Operation Column Aliases ........................................................................................... 61 

Common Batch Operation Errors .......................................................................................................................... 62 

Automatic Data Exchange (ADX)* ............................................................................................................... 64 

PGP Keys* ................................................................................................................................................... 67 

Reporting ............................................................................................................................ 69 

Types of Reports ......................................................................................................................................... 69 

Accessing and Running Reports .................................................................................................................. 74 

SCTA Permissions ................................................................................................................ 76 

Creating Client Training Administrators...................................................................................................... 76 

Management Roles ..................................................................................................................................... 77 

Appendix ............................................................................................................................. 81 

Notification Variables.................................................................................................................................. 81 

Insert a Notification Variable ............................................................................................................................... 81 

Variable Glossary .................................................................................................................................................. 83 

Batch Operations ........................................................................................................................................ 85 

Batch Operations Data Types ............................................................................................................................... 85 

Available Batch Operations Columns.................................................................................................................... 85 

State ID Codes ....................................................................................................................................................... 88 

Language Codes.................................................................................................................................................... 89 

Country Codes ....................................................................................................................................................... 90 

Contact Information & Additional Resources ....................................................................... 94 



Updated 7/5/2017  5 | P a g e  
 

Introduction 
Welcome to the NAVEX Global TopClass Learning Management System (LMS), a comprehensive and 

flexible system which facilitates a wide variety of functions including: 

 Delivery and tracking of online learning content. 
 Tracking of Live Training Activities. 
 A self-service approach to registration and enrollment. 
 Full organizational management. 

This document covers functionality from the point of view of a Client Training Administrator (CTA) role 

and does not include all functionality for Managers, or Students. The additional functionality available to 

Super Client Training Administrators (SCTAs) will be covered in a separate document. 

What is the LMS? 
NAVEX Global’s Learning Management System (LMS) is a web-based application which facilitates the 

assignment, delivery and tracking of training content on an individual and group basis.  The LMS stores 

all information on a central server, which students and administrators can access from anywhere on 

the network using a standard web browser. 

Users are created and organized into Groups based on organizational structure. Users can then be 

enrolled in training manually, or automatically based on group membership.  Once enrolled, students 

can complete their assigned training in one or multiple sessions using a number of devices (computer, 

tablet, smartphone).  

Administrators also have the ability to modify Company details and settings, run reports to monitor 

the progress of training, perform batch operations, and create and issue dynamic email notifications. 

User Types and Access Levels 

User Type Description 

Users 
Non-administrative end users that can access the system for the 

sole purpose of completing assigned training. Users are 
sometimes referred to in the LMS as a "Learners". 

Client Training 
Administrators (CTA) 

Administrators for a portion of or the entire organization.  CTAs 
can create and modify Users and Groups, process enrollments 

and completions, send notifications, and run reports. 

Super Client Training 
Administrators (SCTA) 

Administrators who have the highest level of access within an 
organization.  They not only possess all the capability of CTAs, but 

can create and customize the permissions of other CTAs. 

 

NOTE: CTAs may have more or less access to system functionality, depending upon your company’s 

configuration.  For specific information about your permissions, see your organization’s SCTA. 
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Functionality across the System 
Regardless of access level, certain functionalities are the same across the entire system. 

Wild Card Search 
Wild card search is available in most search fields throughout the LMS. This means that you can 

substitute an asterisk for any unknown characters in a word or phrase for which you are searching. 

For example, if you want to find a course called ‘TestCourse01a’ but only know that the title 

contains ‘01’, enter the search term ‘*01*’.  All titles containing. ‘01’ will be returned. 

Codes 
Codes are unique identifiers for various objects within the LMS (Companies, Groups, Users, etc.).  All 

codes must be unique and cannot contain whitespace characters (i.e Spaces or Tabs). It is not 

possible to create two objects of the same type with the same code. 

Text Editor 
An HTML text editor appears on multiple screens throughout the LMS for adding text, images, and 

videos to various places within your company.   

 
Using the Text Editor, Administrators can: 

 Edit the wording, placement, alignment, and styling of text. 
 Change Text and Background Colors.  

 Upload and insert Files , Images , and Videos .  Once uploaded, 
Administrators can insert the same file in multiple text editors within the LMS. File size 
is limited to 10MB. 

 Insert or Remove hyperlinks . 

 Embed YouTube videos . 

 Preview  how the text will appear on the screen. 

 View   the Source Code of the text/elements contained within the editor. 

NOTE:  It is highly recommended to type directly within the editor rather than copying formatted 

text from another program (i.e. Word Processor).  Copying such text can have an adverse 

effect on the placement/styling of the text. 
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Accessing the LMS 
Every organization using the LMS has a custom login URL specified by that organization, and created by 

NAVEX Global, during Implementation (i.e. https://company.lms.navexglobal.com). 

Depending on your organization, users will access the LMS in one of the following ways: 

Direct Login 
Users access their organization’s custom login page directly via a web browser and log in using a 

custom Username and Password.  The custom web address will be determined, username, and 

password will all be provided by your organization’s Administrator. 

Email Notifications 
Administrators have the option of distributing LMS usernames and passwords by creating 

automatic or manual email Notifications containing a password token.   When a User clicks a 

password token contained in an email they will be immediately prompted to create a new 

password, after which they will be directed to their organization’s custom login page. 

NOTE:  A password token sent in this manner will expire after seven days after which the link will 

direct users to their login page.  They can then use the Forgotten your password? link to 

generate an email containing a new token. 

Single Sign-On (SSO) 
If your organization has purchased and implemented SAML Single Sign-On (SSO), users will log 

into a separate, organization-specific portal (i.e. a company intranet) and then be automatically 

redirected to the LMS without a separate login. 

NOTE:  The implementation of Single Sign-On is based on your organization’s 

contractual agreement with NAVEX Global. 

Logging In to the LMS 

 
1. Access your organization’s login page using the customized URL provided by NAVEX 

Global. 

2. Enter your Username and Password. 

3. Click . 

The Learning page of the LMS will be displayed. 

NOTE:  The LMS will lock your account after five (5) unsuccessful login attempts.  If your account is 

locked, contact Your Training Administrator or use the Forgotten your Password? link. 

https://company.lms.navexglobal.com/
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Forgotten Password 

Each organization’s login page contains a Forgotten your Password? link which will allow users to 

reset their password via email.   Users must have a valid email in the LMS in order to complete this 

process.   

NOTE:  If your organization does not wish Users to reset their own passwords using this link, 

NAVEX Global Staff can remove the link from your login page.   

 
1. If you have forgotten your password, click the Forgotten your Password? link below the 

Password field. 

 
2. In the pop-up window, enter your Username. 

3. Click Send. 

An email will be sent to the email associated with your username, containing a link which 

will allow you to reset your password.  Clicking this link will prompt you to create a new 

password. 

NOTE:  The password token generated via this process will expire after 24 hours, after which the link 

will direct users to their login page.  Users must then repeat the process to reset their 

password. 

Logging Out 

 

1. Click the Main Menu button (  ) in the upper-right hand corner of the screen. 

2. Click Sign Out. 
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LMS Overview 
This section of the Administrator guide describes functions of the LMS to which all users (Learners, CTAs, 

SCTAs) can access, with the exception of My Team, which is available only to those Admins who have 

been granted access.   

 
Once logged in, the “Learning” Page of the LMS will be displayed.  From this page, users can see any 

assigned Training, the status of that Training, and launch or resume online training activities by clicking 

the Launch button.   

Users will also see the Welcome Message and Latest News sections which can be customized to include 

informational text, images, and videos.  See the Company Details section for more information. 

You may use the Search Bar   to filter by the Title of the Training Activity.  You may also 

Sort the list of Training Activities by clicking in any of the column headers (Type, Start Date, Status, etc.). 
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Language Options 
The LMS offers various language options, allowing an organization’s users the ability to view the 

system in languages specific to their user population.  A User’s Language will also determine which 

version of Notifications they receive, as well as which version of your organization’s Welcome 

Message, Login Text, and Latest News (if applicable).   The default language for the LMS is US 

English.  See the Language Codes Appendix for a list of available languages.  

To change the language of the LMS: 

 

1. Click the Main Menu button (  ). 

The current language will be displayed at the top of the menu. 

2. Click the current language to display a drop-down of available languages. 

 
3. Select your desired language.  After a few seconds the LMS’s text will change to the 

desired language.   

NOTE:  The LMS will retain user’s language selections after logging out. 
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Navigation 

 
From any page within the LMS, users and administrators can access various functions using the Main 

Menu in the upper-right hand corner of the screen, or the Shortcuts menu on the left.   

NOTE:  You will only see options to which you have been granted access. 

Main Menu 

 

Clicking the Main Menu button (  ) in the upper-right hand 
corner opens a drop-down menu with links to all the LMS 
functions to which you have been granted access.  Some 
functions, especially for Administrators, are only accessible 
through the Main Menu. 

 

The Main Menu is divided into the following sections: 

Learning 
Provides Users access to their personal Learning and Training History pages, where they can see 

any training they have been assigned, as well as any Training already completed.  If a user is an 

Administrator, the Training section may also contain a link to the Team page, allowing them to 

access the Learning and Training History pages of users they manage. 

Resource Management 
Provides access to the Administrator functions of the LMS.  Administrators can create and edit 

Users, view their organization’s Groups and subgroups, view and edit My Company details, and 

monitor their organization’s License Pools.  SCTAs also have the ability to create and modify 

Management Roles in the system, granting and customizing the access of other CTAs. 

Launch Reports 
Only available to Administrators, the Reports tab provides access to a variety of reports for 

monitoring aspects of the LMS, including enrollment, completion, notifications, and users. 

Preferences 
Allows each user to customize their LMS account.  They can change their Shortcuts and 

password (if allowed), Language (if allowed) as well as edit their personal information such as 

Name, Job Title, Location, and Email. 
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Shortcuts 
The Shortcuts Menu on the left-hand side of every LMS screen provides quick access to commonly 

used LMS functions.  These shortcuts are user-specific, can be customized via Preferences, and may 

appear different depending on whether a user is a Learner, CTA, or SCTA. 

 

Users:  Allows Administrators to view, create, and/or edit individual user accounts 
within the LMS. 

 

Groups:  Allows Administrators to view the Groups that comprise your 
Organization within the LMS.   

 

License Pool Dashboard:  Allows Administrators to view and monitor current, 
expired, and future License Pools, as well as the activities which correspond with 
each Pool. 

 

Team:  Allows Administrators who have been granted management roles to view 
the Groups and users that they manage, as well as Navigate to the Learning and 
Training history pages of those Users. 

 

Learning:  Available to all User Types.  Displays any Training Activities which have 
been assigned to you but have not yet been completed.  Allows you to Launch 
and/or Resume Online Training Activities. 

 

Training History:  Available to all User types.  Displays any Training Activities 
assigned to you which have already been completed. 

 

Calendar:  Displays a chronological Calendar.  Only activities with a specific 

meeting time (Live Training) or due date in the system will be displayed. 

 

Batch Operations: Allows Administrators to create and Modify LMS Users in mass 
by uploading a comma separated values (.csv) file containing the desired 
information.     

 

Notifications:  Allows Administrators to create both automatic and manual email 
notifications for Users Supervisors, and HR Admins 

 

Launch Reports:  allows Administrators to run and export reports to monitor 
multiple aspects of the LMS, including Users, Notifications, Class Completion, and 
any changes made by CTAs. 

 

Preferences:  Available to all User Types.  Allows users to make changes specific 
to their profile, including Shortcut icons, General Settings, and Profile 
information. 
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Preferences 
The Preferences page allows users to customize their LMS account, as well as edit their personal 

information such as Name, Job Title, Location, and Email. 

 

To access the Preferences page, from any page, click the Preferences button (  ) in the lower-left 

hand corner of the LMS window. 

NOTE:  Depending on you organization’s needs, NAVEX Global Staff can remove the ability for users 

to change certain settings via Preferences, including their password, Language, and Profile 

information.  To change any of these settings, contact NAVEX Global. 

Change Shortcuts 
Users, both Administrators and Learners, can use Preferences to customize the shortcuts that 

appear on the left-hand side of the screen. 

 

1. From the Preferences Screen, click Change My Shortcuts  . 
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A popup window will be displayed with the shortcuts available for Selection.  A   

indicates the Shortcut is currently visible, while a  indicates it is not. 

2.  Click the /  button to select the Shortcuts you wish to display.  You may also 

click and drag each shortcut to change the order in which the shortcuts will display. 

3. Click Save. 

The changes you made should be immediately reflected on the Shortcuts bar. 

Change Password 
If your organization allows users to change their own LMS passwords, they can make the change via 

Preferences.  This decision is made when users are created, and can be changed later by manually 

Editing a user’s profile, or through Batch Operations. 

To change your password in the LMS: 

 

1. From the Preferences screen, click Change my password . 

 
The Change your password screen will be displayed. 

2. Enter your existing password in the Current Password field. 

3. Enter your desired password in the New Password field. 

4. Reenter your desired password in the Verification field. 

5. Click . 

 
You should receive confirmation that your password was changed.   

NOTE: Changes to passwords are effective immediately.  
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General Settings 
Users, both Administrators and Learners, can use the General Settings section of Preferences to 

customize system settings based on their preference. 

 
You can make changes to the following settings: 

Items per page 
Determines the default number of items to appear per page in lists throughout the LMS.  

Examples of lists could include Users, Groups, Training Activities, Notifications, and Batch 

Operations. 

NOTE:    It is HIGHLY recommended to never change Items per page above 100.  High numbers will 

cause pages to load very slowly, or time out altogether.  

Date Format 
Determines the format in which dates will be displayed in the LMS (i.e. yyyy/mm/dd vs. 

mm/dd/yyyy). 

Twenty four hour 
Determines whether times in the LMS will be displayed in a twenty-four hour format instead of 

a twelve hour format (i.e. 14:00 vs. 2:00pm). 

Language 
Displays the current language of the LMS.  You may change the language by clicking on the 

language, then selecting from the drop down. You may also change your Language Option at any 

time via the Main Menu.  See the Language Codes Appendix for specific languages available. 

Once you have made the desired changes, they must scroll to the bottom of the screen and click 

Save.  If you do not click Save, your changes will not be saved.   

Upon Save, any changes you make will be reflected immediately.    

My Profile & My Notifications 
The My Profile and My Notifications sections allow users to customize their profile in the LMS by 

adding their information such as their Job Title, Phone/Fax numbers, Address, and country.   They 

may also change the email address where they receive LMS notifications.   

NOTE:  If your Company has implemented an ADX, user information may be automatically 

entered/updated based on your organization’s internal system.  Users should change 

their information in your organization’s HRIS, which will then update the LMS. 
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  To change your Profile Information: 

1.  From the Preferences screen, scroll down to the My Profile section. 

2. Enter/update your information as needed, 

3. Scroll to the bottom of the page and click Save. 

The changes you made should be reflected immediately. 
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Learning 
The Learning section of the LMS provides each user access to their personal Learning and Training 

History pages.  It also provides Administrators access to the Team page, where they can view the 

Learning and Training History of users which they manage.   

 

1. Learning 

 
The Learning page displays any Learning Activities that a user has not yet completed.  These Learning 

Activities can be divided into two categories: 

Online Activities 
Online Training courses for Users to take via the LMS.  They will be listed as “Not Started” if the 

user has not yet begun the course, or “In Progress” if the user has already completed a portion 

of the Training.  Users can click the  button to start or resume Online Training Activities.  

The course will then launch in a separate window. 

NOTE:  Users must disable the Pop-up blocker in their internet browser to successfully launch Online 

Activities.  The blocker must either be completely turned off, or the LMS must be added as an 

allowed site.  
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2. Training History 

 
The Training History page displays any activities, both Online and Live Training, which have already 

been completed by a user.  Users may also click the Launch button to review Online Training that 

they have already completed. 

NOTE:  If an Online Training Activity has been disabled, it may no longer launch from the Training 

History screen. Users will still be able to view their Training History Data.    

3. Team (Administrators Only) 

 
Administrators who have been granted Management Roles will also have access to the Team page, 

where they can view the Learning and Training History pages of users to which they have access.  

Depending on their level of access Administrators will see: 

  
Users which belong to the top Group the Administrator manages.  
Administrators can click the Learning and Training History links to the right 
of each user to see their individual details. 

  
Any Subgroups which are subordinate to the Group the Administrator 
manages.  You may click the name of the Subgroup to view a list of the users 
in that group. 
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Resource Management 
The Resource Management section provides access to the majority of the Administrator functions of 

the LMS, including modifying Users, Groups, and Company Details.  Administrators also can use the 

License Pool Dashboard to view their Company’s expired, current, and future License Pools.  

Administrators can view a record of all Notifications generated by the LMS using Notifications History.  

Finally, Administrators can use Bulk Enrollments to enroll users in mass based on user profile data. 

 

NOTE:  The Managers link will only be available to your organization’s SCTA(s).  See the SCTA 

Permissions section for details. 

Users 
The Users screen displays a list of all users to which an Administrator has access.  From this screen, 

Administrators can review and modify user details. 
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User Active and Locked Status 
Users in have two toggled settings, Active and Locked, which control access to the LMS and 

provide a visual indicator to indicate Learner status.  All users created are Active and Unlocked 

by default.  

 Active - Indicates whether the User’s account is Active or inactive. This setting is most 
commonly used to indicate users are on leave or have separated from the organization.  
If a user is Inactive, they will be unable to log in and will receive a message that they 
should contact their Training Administrator.  

 Inactive accounts typically occur when a user has been Terminated by a Batch 
Operation or ADX job.  See the Types of Batch Operations section for details on 
terminate functionality.  
 

 Locked – Indicates whether the User’s account is Locked or Unlocked.  This setting is 
most commonly used to indicate users who do not have access to the LMS, but are not 
necessarily on leave/separated.  Locked accounts most commonly occur when a User 
has unsuccessfully attempted to access their account five (5) consecutive times. 

 

NOTE:  Inactive and/or Locked user can still be enrolled in courses, however they will not receive 

Notifications (both Online Activity and Ad-hoc). 

Create New User 
Administrators have the ability to create individually users manually from the Users screen.  Users 

can also be created in mass via Batch Operations. 

NOTE:  Users created manually are NOT automatically added to any Groups.  Make sure to add the 

user to a Group or they cannot be enrolled via Conditional Operations, receive Notifications, or 

appear in Reports. 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click Users. 

4. NOTE:  You may also click the Users ( ) shortcut button, if it has been enabled via 

Preferences. 

The Users screen will be displayed with all of the Users to which you have been granted 

access.   
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5. Click the Create button in the top right of the screen. 

 
6. On the Next Screen, enter the following details for the new User: 

Field Information 

*Login Name 
The unique identifier the User will use to access the system. 

NOTE:  LMS Login Names can only contain Latin letters (a-z/A-Z), 
digits (0-9), dot (.), underscore (_), and dash (-). 

Company No action necessary.  This field will default to your organization. 

*First Name The User’s First Name. 
Middle Name The User’s Middle Name. 
*Last Name The User’s Last Name. 

Real Name 
No action necessary.  This field will populate based on the 

information entered in the other ‘Name’ fields. 

Email 
The Users email.  This email will be used for any Notifications sent 

out by the LMS. 

Student ID 
An additional, optional Identifier for Users.  This field is typically 

used for to connect the LMS to another Software system (i.e. HRIS). 

*Type 
The Permission Level of the User being created.  All Users should be 
flagged as a Student, and only SCTA’s will be able to create Admins. 
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*Password/Verify 

Enter and reenter an initial password for the student.  Depending 
on their Privileges settings, they can be prompted to change their 
password upon first login. 

NOTE:  password can contain letters, numbers 
and characters 

Language 
The Language for the User.  If left unchanged, the system will 

default to US English. 
Country The User’s location by Country 

NOTE:  * Indicates a required field. 

7. Click Save. 

You should receive a message that the User was successfully created.  You will now be able 

to Edit additional details of the User, including enrollment in Classes, Group Membership, 

Managers, and Advanced Options. 

NOTE:  To finish creating a User you MUST add them to a Group.  If a User does not belong to a 

Group they cannot be enrolled via Conditional Operations, receive Notifications, or appear in 

Reports. 

 
8.  Click Group Information.  

The Group Information Page will be displayed.   

  
9. Click Add. 

10. Select the desired Group.  

You should receive a message that the User was successfully added to the Group.   
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Edit User Details 
Once a User has been created and added to a Group, Administrators may add/modify additional 

details for Users. 

  
1. From the Users screen, click the Username of the User you wish to Modify. 

The User’s General Details tab will be displayed. 

2. Use the menu to the left to change Details in the following tabs: 

General Details  
The General Details section Allows Administrators to modify the general Settings for each User.  

These are the same fields Administrators complete with when Creating a New User.   

Classes 
The Classes tab can be used to view and modify the Activities in which a User is enrolled.  

Administrators will see the Enroll Date, Start Date, Completion Date, and Status for each class 

in which a user is enrolled. 

Administrators can click Add to manually enroll students in any of their Organizations Online or 

Live Training Activities.  Then can also unenroll students from Activities by clicking the checkbox 

to the left of the desired Activity, then clicking Remove.  If a student has already started an 

Online Activity they cannot be removed. 

NOTE:  NAVEX can hide Learning Activities which are no longer in active use upon client request.  

Contact NAVEX Global Client Support if you wish to inactivate an Activity. 

Finally, Administrators may Mark an Activity as Complete by clicking Override to the right of the 

Activity.  They will then be prompted to enter comments to justify why the student being 

marked Complete.  

Group Information 
The Groups tab can be used to view and change the Group Membership of each User. 

Administrators can click Add to manually add students in a Group, or remove students from a 

Group by clicking the checkbox to the left of the desired Group, then clicking Remove.   

NOTE:  All Users MUST be a member of a Group.  If a User does not belong to a Group they cannot 

be enrolled via Conditional Operations, receive Notifications, or appear in Reports. 
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Managers 
The Managers tab is available to only to SCTAs, and controls the CTA(s) which manage a 

particular User.  See the SCTA Permissions section for more information. 

Privileges 
The Privileges section (Under Advanced Options) controls additional User account settings, 

including Password Management, guest account status, and account validity period.  SCTA’s will 

have more access to edit privileges than CTA’.  See the SCTA Permissions section for more 

information.  

Under Permissions, CTAs will have the option to edit the following settings: 

Field Information 
Allow user to change 

password 
Indicate whether the user will be allowed to change their own 
password via their Preferences. 

Must change password Indicate whether a user must change their password the next time 
they log in. 

Make this a guest 
account 

Indicate whether the selected user account is a guest account.   

Extra Info 
The Extra Info section (Under Advanced Options) allows Administrators to add/modify 

additional user profile information, including Job and Location information, and customizable 

fields unique to your organization. 

Mark User Complete for Learning Activity 
In addition to manually enrolling Users in learning Activities, Administrators can manually mark a 

User complete for any Activity in which they are enrolled.  This is most commonly used if a user 

completed training outside the LMS and administrators would like to record the completion in the 

LMS. 

NOTE:  Manually marking a User complete will still use a License from the Pool associated with the 

Activity. 

 
From the Profile of the User in question: 

1. Click the Classes tab. 
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The User’s Classes will be displayed.  

2. Click the Override button on the right-hand side of the desired Learning Activity. 

 
A new window will open with information indicating that the User’s Status will be changed 

to ‘Satisfied and Completed.’ 

3. Enter Comments indicating the reason the User is marked complete. 

NOTE:  For Compliance Reasons, detailed Comments are highly recommended when marking a User 

complete for a Learning Activity. 

4. Indicate the desired Completion Date for the User. 

5. Click Save.  

 
The User’s Status will be changed to ‘Completed.’  
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Groups 
Users in the LMS are organized based on their membership in Groups.  Groups allow Administrators to 

define their users based on required Training, Organizational structure, job responsibility, or another 

system useful for Training purposes.  Groups also allow Administrators target Reports and Notifications 

to a particular set of Users, as well as perform Conditional Operations to modify/enroll Users based on 

Group Membership.   

NOTE:  All Users MUST belong to a Group within the LMS.  If a User does not belong to a Group they 

cannot be enrolled via Conditional Operations, receive Notifications, or appear in Reports. 

  
Group Hierarchy 
Groups in the LMS are organized in into a tree structure, with the highest Group representing 

your entire organization within the LMS.  It typically shares its name with your Company Code.  

Under this Parent Group will be any number of Subgroups (i.e. STAFF and SUPERVISOR), 

determined when your Company is implemented.  Any actions (Conditional Operations, 

Notifications, Reports) targeted at a Group will also affect its Subgroups. 
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Create New Group 
Typically, your Organization’s group structure will be determined and set up by NAVEX Global during 

Implementation.  However, Administrators can create additional groups at any time.   

 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click Groups. 

 
The Groups page will be displayed. Locate the Group you wish to be the Parent Group of 

your New Group.  For Example, if you wanted the new Group to reside directly beneath the 

Company level, select the Group which represents your entire organization. 

4.  Click the Code of the desired group. 

 
The General Details tab for the selected group will be displayed.   
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5.  Click Groups tab on the left-hand side of the screen. 

 
The subgroups of the Parent group you selected will be displayed. 

6. Click Create. 

 
7. On the Next screen enter the following information: 

Field Information 

*Code 
The unique identifier for the group.   

NOTE:  Group Codes should be in all Capital letters and cannot 
contain any special characters or spaces. 

*Title The Full Display name for the Group. 

Description The full, rich text description for the Group.   

Type 
Indicate whether the Group is based on Organizational Structure 

(i.e. Department) or Job (i.e. Supervisor).  This field is purely 
informational. 

Compliance Governed 
Indicate whether the users in this Group are associated with a 

regulatory body.  This field is purely informational. 
NOTE:  * Indicates a required field. 

8. Click Save.  

You should receive a message that the group was created.  You can now Edit the Group to 

add subgroups, or further customize its behavior. 
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Edit Existing Group 

NOTE:  Deleting a Group which contains users will orphan the users in question.  If deleting a Group, 

make sure to move at all users associated with Group to another group before deleting.   

Administrators can edit Existing Groups to add or remove Users, Subgroups, and Managers.  They 

can also apply group-specific branding, as well as attach Conditional Operations which can be 

applied to enroll or change the settings of users within that group. 

 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click Groups. 

The Groups page will be displayed. 

 
4. Click the Code of the desired group. 

The General Details page for the group will be displayed.  From here you can make changes 

to the following tabs: 

General Details 
On the General Details tab, you can edit general group details such as code, title, description, 

parent group, and other descriptive fields. 

Groups 
 On the Groups tab, you can view, edit, and create any subgroups subordinate to that group. 

Users 
On the Users tab, you can add and delete users in the group. Click on the desired user's login 

name to open the Edit User page and make changes to that user's information. 

Managers 
On the Managers tab, you can add or remove managers from this group.  See Management 

Roles in the SCTA Permissions section for details. 



Updated 7/5/2017  30 | P a g e  
 

Branding 
The Branding tab (located under Advanced Options) allows you to customize the logo, style 

sheet, default language, latest news, welcome message, and custom login text for a specific 

Group.  Users from that group will see the group-specific branding. 

Conditional Operations 
Once Groups have been established, it is possible to add Conditional Operations to automate 

Certain Processes. Operations are set tasks that can be performed on Users based on their group 

membership.   

Joining Operations 
Joining Operations are triggered when a user joins a group. They may be used, for example, to 

automatically enroll a new user in required classes and to customize their user preferences.  

Leaving Operations 
Leaving Operations are triggered when a User is removed from a group.  They may be used, for 

example, to automatically disable a User’s account when they are removed from a Group. 

Apply Operation Now 
Rather than setting permanent conditional operations, Administrators can create and apply one-

time, ad-hoc operations using the Apply Operation Now button.   

Types of Operations 

 The following operations can be added as either Joining or Leaving Operations: 

Action Description 
Enroll in class Automatically enroll Users in a particular Learning Activity 

Set the user’s language Automatically set Users’ to view the LMS in a particular language. 

Set an extra user fields 

Automatically maps any Additional Information fields that have 
been established for a Company. 

NOTE:  This operation is automatically added as a Joining 
Operation to all groups. 

Set a valid Period for a 
Particular class 

Automatically set a validity period for a particular Learning 
Activity. 

Set the ‘allow user to 
change Password 

Options 

Automatically toggle Users’ “Allow User to Change Password” 
Privilege.   

Set the account enabled 
state 

Automatically toggle User’ from Active to Inactive, or Inactive to 
Active. 

Set the must change 
password option 

Automatically toggle Users’ “Must change password” Privilege.  If 
set to Yes, a User will be required to change their password upon 

their next login.   
Set a valid period for the 

user Automatically set a defined, specific validity period for Users. 

 

NOTE:  All Conditional Operations applied to a Group are also applied to any subgroups associated 

with that Group.  
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Create Conditional Operation 

To add Conditional Operations to a Group: 

 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click Groups. 

 
The Groups page will be displayed. 

4.  Click the Code of the desired group. 

 
The General Details page for the group will be displayed. 

5. Click Advanced Options, then Operations.  
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The Operations screen will be displayed.  From this screen you may: 

 Create both Joining Operations and Leaving Operations by clicking Create New 
Operation under the appropriate section. 

 Remove Joining Operations and Leaving Operations by checking the box to the left of 
the desired operation, then clicking Remove. 

 Immediately apply an existing Operation by clicking Apply to the right of the desired 
Operation. 

 Create and apply one-time, ad-hoc operations using Apply Operation Now.  

 
Once you have selected the type of operation to create, a popup window will be displayed.  

6.  Select the desired behavior for the Operation.  

7. Click Next. 
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8. On the next screen, select the desired outcome of the Operation. 

9. Click OK. 

 
The Conditional Operation will be added to group. 
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License Pools Dashboard 
Licenses are grouped into collections called "license pools", which consist of one or more classes, and 

are associated with the licenses purchased for use. License Pools are set up during implementation 

and are based on your organization’s contractual agreement with NAVEX. 

 

The License Pools Dashboard allows Administrators to monitor the status of their organization’s 

Active, Expired and Future License Pools, including: 

 How many Licenses each Pool contains, as well as their status (Available, Used, and Not 
Started) 

  The Activities are associated with each Pool. 
  The Validity Period of the Pool. 

Administrators can click View Activities link in each license Pool to review the Activities associated with 

the License Pool.   

Administrators can click the Expired and Future Tabs to see past and Future License Pools.  They may 

also sort License Pools within a tab using the drop-down in the upper-right hand corner, and have the 

option of viewing any inactive License Pools by checking the Show Inactive checkbox. 

NOTE:  Administrators may also click the Code of each Activity to launch that content in demo mode.  

This will allow them to review the content without enrolling a user or using a license. 
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Bulk Enrollments 
The Bulk Enrollments feature allows Administrators to select and enroll a set of users in on or multiple 

courses.  Users can be targeted for enrollment based on Name, Country, State, Language, User Type, 

Group, and any Extra Info fields your company has added. 

 

Create Bulk Enrollment 
All Administrators (SCTA and CTA) will be able to access the Bulk Enrollment section of the LMS and 

enroll users to which they have access.  

 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click Bulk Enrollments. 
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The Bulk Enrollments Screen will be displayed. 

4.  Click Select Classes. 

 
A list of available Learning Activities within your Company will be displayed.  You can search 

for the desired class(es) using Short Name or Long Name. 

NOTE:  You can used Advanced Search to show/hide inactive Courses.  If you wish to 

activate/inactivate an Activity, Contact NAVEX Global Client Support. 

5. Click the checkbox to the left of the desired course(s).  

6. Click Submit. 
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The course will be added to the Bulk Enrollments screen. 

NOTE:  You can click Remove to deselect a course from the list, or click the Reset 

button to remove all the classes currently selected. 

7. Click Select Users. 

 
A list of All Users to which you have access will be displayed.  You can search for Users based 

on the fields displayed on the screen (i.e. Country, language, or Group). 

8. Click the checkbox to the left of the desired User(s).  You can also click the checkbox in 

the Header bar to select all the users on the current page.   

NOTE:  Clicking the ‘Select All’ check box will not select all users returned in a Search, only the Users 

on the current page of your results. 

9. Click Submit. 
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The Selected Users will be displayed.  If you wish to select more Users, click Select Users 

again search, and make additional selections.  Any users selected in additional searches will 

be added to the list on the Bulk Enrollments screen. 

NOTE:  You can click Remove to remove a User from the list, or click the Reset button 

to remove all the users currently selected. 

10. Once all desired classes and Users have been selected, click Bulk Enroll Users to Classes. 

 
The Bulk Enrollment Operation will be started and the LMS will attempt to enroll all selected 

users into the selected classes.   

 
An alert will be displayed indicating the results of the Operation.  If any Enrollments failed to 

process, you can click here to view a list of Users not enrolled, and the reason. 



Updated 7/5/2017  39 | P a g e  
 

My Company 
The My Company section allows Administrators access to more advanced, company-wide functions of 

the LMS.  Administrators can editing their Company’s branding in Company Details, create and edit Live 

Training Activities, Create and manage LMS-generated emails via Notifications and Notifications 

Queue, Perform Batch Operations to make mas changes to Users, and manage ADX and PGP settings (if 

applicable). 

Company Details 
The Company Details page allows Administrators to edit the branding of your organization’s instance 

of the LMS, and is the first displayed when clicking on My Company. 

 
From the Company Details screen, Administrators will have access to change the following fields: 

Field   Description 

Logo 

Allows Administrators to upload a logo for their organization, 
which will be displayed in the upper-left hand corner of the LMS. 
NOTE:  The logo must be less than 90 x 30 pixels wide, otherwise 

it will be cut off. 

Stylesheet Allows Administrators to upload a CSS file to change the styling of 
the LMS. 

Language 

Indicates the language in which the Latest News, Welcome 
Message, and Custom Login Text are written. LMS Users will see 
the version of these fields which match their Language within 

the LMS.   
NOTE:   If you wish to send a Notification in multiple languages, 
changing this field will present a blank Notification Body to be 

completed in the selected language. 

Latest news 
Allows Administrators to insert text, images and videos that will 
appear on the “Learning” page of the LMS under “Latest News.” 

Welcome Message 
Allows Administrators to insert text, images and videos that will 

appear on the “Learning” page of the LMS under “Welcome 
Message.” 

Custom Login Text Allows Administrators to insert text, images and videos that will 
appear on their organization’s LMS login screen. 
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Live Training Activity* 
*NOTE:  The Live Training Section of the LMS will only be accessible to those 

organizations of those organizations who have opted to enable that feature. 

The Live Training Activity section of the LMS allows organizations to track live training events, such as 

a seminar, meeting, or in-person training session.  Once created, Live Training Activities can be added 

to users’ Training History to indicate completion of Training.  

NOTE:  Live Training Activities assigned to Learners will NOT appear on a User’s Learning screen.  

The Live Training Activity is intended only for recording completed training after it is 

completed, typically via a Batch Operation. 

Create Live Training Activity 

 
From the Live Training Screen: 

1. Click Create Live Training. 

2. On the next screen, enter the following information: 

Field   Description 

*Code The Unique Code for the Live Training Activity.  
NOTE:  This field can contain no spaces 

*Title The Title of the Live Training Activity.  

NOTE:  * Indicates a required field. 

3. Click Save. 

You should receive a message that the Live Training Activity has been created.  You can now add the 

Activity to Users’ records to indicate the completion of an in-person Training session. 
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Notifications 
The LMS allows Administrators to create both automatic and manual email notifications for Users 

Supervisors, and HR Admins via the Notification section.  Administrators can create automatic 

Notifications which are triggered based on User’s status in a particular class, or create and distribute 

manual Notifications as needed.  Variables can be included to dynamically populate user-specific 

information, such as First/Last Name, Login URL, Username, and a token link to allow users to reset 

their password.  For more information on Variables, see the Notification Variables appendix. 

NOTE:  Before using LMS Notifications, please coordinate with NAVEX Global and your 

organization’s IT resources to ensure that appropriate whitelisting has been completed to 

allow Notifications to be received by Users. 

 
Suppress Notifications  
Checking Suppress Notifications, then clicking Save, will suppress all Online Activity 

Notifications within the LMS.  This setting is useful for periods when an organization is not 

actively using the LMS, or if an Administrator wants to block all Notifications until a certain date.  

Suppressing Notifications will not prevent Administrators from manually sending Notifications, 

such as Ad Hoc or Incompletion Summary Notifications. 

NOTE:  Suppressing Notifications does not prevent Notifications from being triggered, only from 

being distributed to external email addresses.  Once Notifications are unsuppressed, any 

notifications that would have gone out will be sent to the Notification Queue for distribution. 

Notification Reset 
When your LMS is set up, several prepopulated Notifications will be included by default, 

specifically Enroll, Reminder, and Completion of Online Activity.  Once these default 

Notifications have been modified, a Reset button will appear beside them on the Notifications 

screen: 

  
If clicked, the corresponding Notification will return to all its default setting, including 

Notification Title, Body, and all Notification settings (i.e. Classes, Groups, Trigger Settings). 
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Types of Notifications 
When creating Notifications, Administrators can choose from multiple types depending on their 

need. 

Online Activity 
Online Activity Notifications are automatic notifications tied to one or multiple Activities.   

There are three types of Online Activity Notifications, each associated with a: 

NOTE:  Once an Enrollment/Reminder Notification has been queued for a user, they should receive 

the Notification in approx. 2- 2.5 hours. 

 Enroll in Online Activity:  Triggered when a user is first enrolled in a course; used to 
notify Users when they are first enrolled in Training. 

 Reminder in Online Activity:  Triggered if a user is enrolled in, but has not yet 
completed, a course.  Used to remind users to complete assigned training.  The timing of 
Reminder Notifications depends on each Notification’s Flags Settings. 

 Completion in Online Activity: Triggered when User has completed a course and used 
to send Users a confirmation that they have completed an Activity.  Completion 
Notifications are sent individually in real time, rather than in periodic batches. 

NOTE:  The specific behavior of each Online Activity Notifications is discussed in detail 

in the Configure Online Activity Notifications section. 

Ad Hoc 
Ad Hoc Notifications allow Administrators to send notifications for reasons not covered by other 

rules.  They are created and triggered manually by an Administrator, and Users can be targeted 

based on status within a course(s), or added to the Notification manually. 

Incompletion Summary* 
The Incompletion Summary Notification sends a summary to designated supervisors that 

includes reports of all their direct reports who have yet to complete assigned training, and are 

created and triggered manually by an Administrator.  The LMS determines a User’s supervisor 

based on their Additional Information fields, which must be populated on each User Account.  

This Notification is not enabled by default, and must be enabled and set up by NAVEX Global 

during your organization’s Implementation. 

Incompletion HR Summary* 
Similar to the Incompletion Summary, the Incompletion HR Summary sends a summary to 

designated HR Manager(s) that include summary reports of all users' who have yet to complete 

activities. They are created and triggered manually by an Administrator.  The LMS determines a 

User’s HR Manager based on their Additional Information fields, which must be populated on 

each User Account.  This Notification is not enabled by default, and must be enabled and set up 

by NAVEX Global during your organization’s Implementation. 

NOTE:  On both the Incompletion Summary and Incompletion HR Summary, Inactive Users will not 

be included in the summary reports sent to supervisors and/or HR Managers. 
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Create a Notification 
NOTE:  This example uses an Online Activity Notification. 

To create a Notification:  

 

4. Click the Main Menu button (  ). 

5. Click Resource Management. 

6. Click My Company. 

7. Click the Notifications tab on the left-hand side of the screen. 

 
The Notification screen will be displayed.   

8. Click Create. 
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On the next screen, enter the following information: 

Field Description 
*Title The Title of the Notification. 

*Object Type The type of Notification you wish to Create.  See the Types of 
Notifications section for more information. 

*Trigger 

The event which will trigger the Notification logic. 

NOTE:  If you selected an Ad Hoc or Incompletion Summary this 
field will populate automatically, as these Notifications 

are triggered manually. 
NOTE:  * Indicates a required field. 

9.  Click Create. 

 
10. On the next screen, enter the Following Information: 

Continued on next page 
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Field Description 

*Sender Email 

The email address that recipients of the Notification will see as 
the sender.  This field will default to noreply@navexglobal.com.  

NOTE:  Depending on your organization’s email settings, 
emails which have been “spoofed” may be blocked.   See 

below for details.  

From Friendly Name The name that recipients of the Notification will see as the 
sender.   

*Reply To The email address to which any replies/questions about the 
Notification should be sent.  

Information 
A description of the Notification for Administrators.  Depending 
on the Object type, a prepopulated description will be included. 

Flags 

Controls when and how many times the Notification will be 
triggered.  See the Flags Settings section for details. 

NOTE:  the exact number of fields to complete depends 
on which option is selected. 

*Group 

The top Group to which the Notification will apply.  Users outside 
this section of your organization with not receive the Notification. 

NOTE:  Any subgroups of the selected Group will also be 
included.  

* Indicates a required field. 

Email Spoofing 
Changing a Notification’s Sender Email, From Friendly Name, and/or Reply To fields modifies 

the header information in the resulting email, a practice sometimes referred to as “spoofing”.  

Because email spoofing is a popular tactic among hackers, many email systems automatically 

block incoming emails which have been spoofed in order to minimize risk to their organization’s 

users.   

Before changing the Sender Email, From Friendly Name, and/or Reply To fields from the 

default, make sure to check with your organization’s internal IT resources to ensure that the 

Notifications will not be blocked.  
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Field Description 

Classes The Learning Activities for which the Notification should apply.   

Language 

Indicates the language in which the Notification body is written.  
LMS Users will only receive versions of Notifications which 

match their Language within the LMS.   
NOTE:   If you wish to send a Notification in multiple languages, 
changing this field will present a blank Notification Body to be 

completed.  
Subject The email subject line of the Notification. 

Body The body of the email Notification.  See Edit Notification Body for 
details. 

11. Click Save. 

 
You should receive a Message that the Notification was saved.  By default all new 

Notifications are flagged as Inactive when they are created, allowing Administrators to 

control when a Notifications begin being triggered and distributed. 

12. When you are ready, click the Active flag to switch the Notification to Active status. 
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Edit Notification Body 
All Companies in the NAVEX Global LMS are created with several Notification Templates 

prepopulated with text specific to the type of Notification (i.e. Enrollment in Online Activity).  

Administrators can either customize these templates to fit their organization, or create new 

Notifications from scratch. 

 
When Editing the Notification Body, Administrators can: 

 Edit the content, placement, and styling of the Notification Text using the LMS’ HTML 
Text Editor. This includes updating  

 Insert Variables which will be populated with Activity/User information when the 
Notification is sent.  See the Notification Variables appendix for more information.   

 Use the Preview to view the full text of the Notification as it will appear for the 
recipient. 

 Use Send to Self to generate a sample Notification to the email address in your User 
profile.  

NOTE:  Any Notification variables included in the Notification will not be populated when using Send 

to Self or Preview. 

  



Updated 7/5/2017  48 | P a g e  
 

Configure Online Activity Notifications 
When creating an Online Activity Notification, multiple criteria influence whether a Notification will 

be automatically distributed by the LMS, as well as the timing and number of those Notifications.  

These criteria include whether the Notification is Active, the Trigger event, Flags setting, the Group 

and Classes associated with the Notification, and the Notification’s Language.  See the screenshot 

below, as well as the subsequent pages, for details. 

Once a Notification has met all the necessary criteria and been triggered, it will be sent to the 

Notification Queue to be distributed.   
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Active/Inactive 

 
When a Notification is first created, it is Inactive by default, and must be manually switched to 

Active (shown above) in order to begin triggering Notifications.   

Similar to the Suppress Notifications checkbox, inactivating a Notification does not prevent the 

Notification from being triggered, only from being distributed to external email addresses.  Once a 

Notifications is made active, any notifications that would have been triggered will be sent to the 

Notification Queue to be distributed. 

  
Trigger Behavior 

  
When Online Activity Notifications are created they must be associated with a Trigger Behavior, 

which specifies the event which will cause the Notification to be triggered.  Once a Notification 

has been triggered for a User, and has met all other necessary criteria, it will be sent to the 

Notification Queue to be distributed.  The available triggers include: 

 Enroll in Online Activity:  These Notifications are triggered when a User is first enrolled 
in a Class associated with the Notification, and are designed to inform users that they 
have training to complete.  Once triggered the LMS will use the Flags, Group, and 
Language settings to determine whether each User receives a Notification.   

 Reminder in Online Activity:  These Notifications are also triggered when a User is first 
enrolled in Training, but are instead designed to remind Users who have not yet 
completed Training.  Because of this, reminder Notifications are most commonly 
configured with a Relative Flags setting, which allows them to be sent multiple times at 
a specified interval.   

Reminder Notifications will continue to be sent as long as a User is still enrolled and has 
not 'Satisfied and Completed’ the Class in question, or the Notification is sent the 
Maximum number of times designated in the Flags Settings. 

 Completion in Online Activity: These Notifications are triggered when User has 
completed a Class, and is designed to send Users a confirmation that they have 
completed training.  Once triggered the LMS will use the Flags, Group, and Language 
settings to determine whether each User receives a Notification. 

NOTE:  Unlike Enrollment and Reminder, Completion Notifications are send individually in Real Time 

whenever a user completes a course. 
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Flags Settings 

Administrators can control the timing of Online Activity Notifications via the Flags field, as well as 

additional fields depending on the selection.  The Flags field can be set to “Absolute,” where 

notifications are triggered based on a fixed date, or “Relative,” where the timing and number of 

Notifications is based on the enrollment date of each user. 

Absolute Notifications 

 
Absolute Notifications are designed to allow Administrators to begin triggering Notifications 

based on a specific, fixed date, rather than an enrollment date.  The Trigger Date field indicates 

the day when Notifications will begin triggering. This allows Administrators to set up 

Notifications which will not be distributed until sometime in the future.  

After the Trigger Date has passed, Absolute Notifications will continue to trigger immediately 

and be distributed on new enrollments.  This will continue until the Notification is marked as 

Inactive, or removed from the LMS.  

NOTE:  Absolute Notifications will only be triggered for enrollments which occur after the 

Notification has been created.    

Absolute Notifications are most commonly used for Enroll and Reminder in Online Activity 

Notifications to notify a Group of Users on a specific date (i.e. start of a training campaign). 

Relative Notifications 

 
Relative Notifications are designed to be relative to a user’s enrollment in a course, and can be 

sent multiple times at a specified Interval depending on need.  When configuring Relative 

Notifications, Administrators can manipulate the following fields: 

Field Description 

Days The number of days following the initial trigger that the first 
Notification will be sent.  

Interval The number of days between Notifications, following the initial 
notification 

Max Times 
The maximum number of times the Notification can be triggered. 

NOTE:  Even if this field is set to 0, the Notification 
will always send a minimum of 1 time. 

Continued on next page 
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Notification Valid From 
Date 

The date on which Enrollments in Classes associated with the 
Notification will cause the Notification to trigger. 

NOTE:  If this field is left blank, the system will default 
to the date the Notification was first created. 

Relative Notifications are most commonly used for Reminder in Online Activity Notifications to 

send Users regular reminders if they have not yet completed Training.  

NOTE:  Relative Notifications are typically triggered immediately on the applicable dates.  This 

means that Notifications will be queued around 12:00am (server time). 

  
Group 

  
The Group field determines which portion of a Company should receive the Notification.  Any 

subgroups of the Group selected will also be eligible to receive the Notification.  For Example, if 

the top-level group of a Company is selected, all Users within the Company will be eligible to 

receive the Notification. 

  
Classes 

 
Online Activity Notifications must be associated with one or multiple Classes (Learning Activities) 

to which the Notification should apply.  Notifications will only be triggered based on enrollments 

for the classes which are checked. 

  
Langauge 

 
All Notifications Must be associated with one of the Languages supported by the LMS.   LMS Users 

will only receive versions of Notifications which match their Language within the LMS.  If 

Administrators wish to send the same Notification in multiple languages, changing this field will 

present a blank Notification Body to be completed. 

NOTE:  The LMS does not automatically translate text into different languages. 
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Send a Manual Notification 
All Notifications other than Online Activity Notifications must be triggered manually by 

Administrators.  These include Ad-Hoc, Incompletion Summary, and Incompletion HR Summary 

Notifications.  Once manual Notifications are triggered they will be distributed immediately rather 

than being sent to the Notifications queue. 

 
1. On the screen of the desired Notification, click Send.  

Incompletion/Incompletion HR Summary 

 
If you are sending an Incompletion or Incompletion HR summary, you will be presented with 

a Confirmation Message. 

2. Click Yes to distribute the Notifications. 

Ad-Hoc Notification 

 
If you are sending an Ad-Hoc Notification, the Execute Ad-Hoc Rule screen will be displayed.   

You have the option of Using the Class, Group, Status, and Between fields to select Users 

based on their enrollment and Status with a particular Learning Activity.  

3. When you have entered the desired criteria, click Go. 
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A list of all Users who meet that criteria will be displayed. 

4. If necessary, use the Also Send to field to manually add the Usernames of others who 

should receive the Notification.  If adding multiple Usernames, make sure they are 

separated by a comma. 

5. When all desired Users have been added to the Notification, click Send 

Rather than being sent to the Notification Queue, the Notifications will be distributed 

immediately. 

Notifications Queue 
The Notifications Queue tab of the My Company page displays a list of all notifications which have 

been triggered, but have yet to be distributed to external email addresses.  

NOTE:  Once a Notification has been queued for a user, they should receive the Notification in 

approx. 2- 2.5 hours 

 
From this screen you may: 

 Click Populate Notification Queue to display any Notifications waiting to be distributed. 
 Search the queue for a specific recipient using their name or email address. 
 Sort the list of notifications in the queue by clicking the column headings 
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Notifications History 
The Notifications History page is located in the Resource Management section of the Main Menu, 

and provides a dashboard view of each individual notification that has been distributed by the LMS 

NOTE: A large Items per page setting will cause this page to load slowly. 

To access the Notification History Screen: 

 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click Notifications History. 

 
The Notifications History screen will be displayed with a list of each individual notification 

generated by the LMS.  Any Notifications which failed to send will be highlighted in red and 

have an  icon next to the title.  You can hover over the  to see why the notification 

failed to send (i.e. invalid User Email). 

From this screen you may: 

 Click the Title of each notification to see the exact text of the Notification, including any 
variables included in the notification.  

 Click Filter and find Notifications based on Title, Mode, Trigger, Object Type, User, and 
Dates Sent. 

 Click   to immediately queue an individual Notification to be resent. 

 Click   to add the Notification to the List of notifications for resending. 

 Click List of notifications for resending to view.  You can then click Send to queue those 
Notifications to be resent.   
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Batch Operations 
The Batch Operations section of the LMS provides administrators the ability to create and Modify LMS 

Users in mass by uploading a comma separated values (.csv) file containing the desired information.  

This is useful for importing an organization’s Users in a single process rather than creating each 

manually, or flagging users as Inactive when they should no longer have access to the LMS.  This 

operation may also be used to enroll or unenroll multiple users in specific courses and also allow 

synchronization of data if necessary. User actions and descriptions are provided below. 

Types of Batch Operations 
Create 

 The Create operation is used for adding multiple new user accounts from a data file. 

Modify 
The Modify Operation is used to update existing User account Information and settings. When 

running a modify operation, the system matches the Username in specified file to one in the 

LMS and will update the fields administrators specify with the data on the file. 

Delete 
The Delete operation is used for deleting existing user accounts. Users with a training history 

cannot be permanently removed from the system. If administrators should attempt to delete a 

user with Training History, the LMS will instead Terminate the User’s account. 

Batch Rename 
The Batch Rename operation is used to change the Login Names of multiple users 

simultaneously.  This operation must be enabled by NAVEX staff during your organization’s 

implementation in order to be accessible. 

Terminate 
The Terminate operation is used to deactivate and unenroll existing user accounts from the LMS 

without deleting them. The functionality should not be confused with the Delete user action. 

This operation the LMS will first remove any enrollment for that user which has not yet been 

started, returning the license to the pool from which it was drawn.  The LMS will then deactivate 

and lock the User’s Account.   

Direct Enroll 
 The Direct Enroll operation is used to enroll multiple users in a class or classes. 

Direct Unenroll 
The Direct Unenroll operation is used to remove multiple users from a class or classes.  If a User 

has already started the class they will not be removed.  

NOTE: Class IDs are used in batch operations for both Direct Enroll and Direct Unenroll. The Class IDs 

can be accessed from the License Dashboard. 

Data Synchronization 
Similar to a Modify Operations, Data Synchronization is used to synchronize LMS User data from 

a Human Resources Information System (HRIS). Any users in the LMS, but not in administrator’s 

batch file will be either Deleted, Terminated or ignored depending upon administrator’s data 

synchronization selection. 
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Considerations for creating Batch Operations Files 
Before creating a Batch Operations, it is important to understand the type of files that the LMS will 

accept, as well as the structure and syntax of the information contained within those files. 

 Batch Operations files must be in either the .csv or .txt file formats. 

 Batch Operations files must be encoded in simple UTF-8. 

 Batch Operation files require a column order which exactly matches the setup of the 
Batch Operation in the LMS. 

 The Batch Operation files require specific column titles.  Make sure that there are no 
spaces or extra additional characters in the column headers before uploading into the 
LMS.  This includes placing Quotation marks around header titles (i.e. ,“LoginName”, ). 

 If any of the fields that you are uploading contain commas (i.e. Doe, John), and the 
Batch Operation in question is comma delimited, the Operation will read that comma as 
a column break, and the operation will process incorrectly or fail.  You can bypass this by 
enclosing such commas in double-quotes (i.e. “,”), which will cause the LMS to parse the 
character as a comma rather than a break.  

NOTE:  This same rule and bypass method hold true for the other available 

delimiters (Tab and Pipe). 

 Make sure that there are no additional, blank columns included in the Batch Operation 
file.  It is most common for additional columns to be added at the end of each line of 
data.  

NOTE:  To help avoid errors or troubleshoot files which contain errors, it is recommended to open 

Batch Operations Files in a Text Editor (i.e. Notepad, TextEdit, Notepad++, etc.). 

  



Updated 7/5/2017  57 | P a g e  
 

Create New Batch Operation 

 

1. Click the Main Menu button (  ). 

2. Click Resource Management. 

3. Click My Company. 

4.  Click the Batch Operations tab on the left-hand side of the screen. 

 
The Batch Operations screen will be displayed. 

5.  Click the Create tab. 

 
6. On the next screen, use the dropdown menu to select the desired type of operation. 

NOTE:  This example uses a Data Synchronization Operation. 
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7. On the next screen, enter the following information: 

Field   Description 

Scheduled Task Name The display name of the Batch Operation. 

*Data File 
The .csv or txt file which will be processed during the Operation. 

NOTE:  See Considerations for creating Batch 
Operations Files for details. 

Field Separator 
The character that the Batch Operation will interpret as a column 

break (Comma, Tab, or Pipe)  

Additional Email 

An Additional email to be informed when the Batch Operation is 
complete. 

NOTE: An email will always be sent to the User 
executing the Batch Operation when it is 

complete.  

Group Action 

Allows Administrators to modify the behavior of the Batch 
Operation relative to the Group Codes column, depending on the 
value supplied. 

Move will remove the User from all current Groups, and add 
them to the Group(s) provided in the files. 

Add – will keep the User from all current Groups, and add them 
to the Group(s) provided in the file. 

Data Synchronization 
This field is available for Data Synchronization Only.  The 

operation to be performed to Users in the LMS but not on the file 
(Ignore, Terminate, or Delete). 

Group Information 
This field is available for Data Synchronization Only.  The Top 

group to which the Data synchronization will be applied.   
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8. Using the Data description fields, select the desired column order for the Operation by 

moving the desired columns to the right-hand box.  Required columns will vary 

depending on the operation.   

Administrators have the option of renaming individual Batch Operation columns by creating 

Column Aliases.  See the Batch/ADX Operation Column Aliases section form details.   

Once you have selected the desired columns, you can use the Download Template button 

to download a template file containing your selected column headers with the correct 

delimiter.     

 
9. Once your columns have been set and your .csv file created, click Select File and upload 

the desired file.  

10. Click Save. 
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The Batch Operation will be created and displayed on the Batch Operations Screen in “Not 

Run” status.   

11. Click the drop-down menu next to Run Job, then click Validate.  The LMS will check the 

Batch Operation for mistakes and/or invalid data (correct Headers, groups and classes 

exist, etc.), and generate an HTML report with the results. 

NOTE:  It is recommended to always Validate Batch Operations prior to running to avoid unwanted 

errors and ensure no adverse effects. 

 
If the file contains has errors, the status will display as “Validated & Has Errors.  You can 

then click the drop-down and select Validation Report to see the specific errors on the file.  

If this occurs, the Batch Operation must be Removed and a new Batch Operation 

12. If the file contains no errors, click Run Job. 

Once the Batch operation has completed, its status will change to “Completed.”   

 
Once the Job is completed, you can use the Drop-down to: 

 Remove the Batch Operation from the list of completed Operations 
 View the Details of the operation, including Name, Type, and Run Date. 
 See the History to view a report of the Batch Operation job, and download the file that 

was used. 
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Create or Edit Batch/ADX Operation Column Aliases 
SCTA (not CTAs) also have the ability to create Aliases for specific columns on a Batch 

Operation/ADX or ADX job. This allows administrators greater flexibility when creating Batch/ADX 

files, and is particularly useful when data us being consistently loaded into the LMS from an external 

system.   

 

NOTE:  Once a Column Alias is created it will apply to ALL future Batch Operations and ADX Inbound 

Jobs in the LMS. 

1. From the Create Batch Operation (or Create ADX Inbound) screen, click the Create 

Aliases Button. 

 
A list of all available Batch Operations columns will be displayed.   

2. Enter/Edit the desired Column Aliases.  If you wish to remove an existing alias, simply 

delete the alias text (including any whitespace characters). 

NOTE:  Make sure to check any aliases for extra spaces before or after the aliases, as these will be 

treated as part of the column name.  Spaces can successfully be places between words (i.e. 

“User Name”). 

3. Click Save. 
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Updated Column Names will be displayed in the list of available columns. Additionally, the Batch/ADX 

Template available via the Download Template button will be updated to reflect the  

Common Batch Operation Errors 
When validating or running a Batch Operation, the LMS will generate an HTML report detailing the 

results of the operation.  Errors do not necessarily mean there is a problem with the LMS, but simply 

indicate the LMS could not process the data given to it. 

Incorrect Column Headers 

 
Cause:  This error is caused by the column headers in the Batch Operation file not exactly matching 

the column names/order provided during setup.  This could be caused by a misspelling on the 

file or by the columns having been entered in a different order during setup.  This is one of 

the most common errors Administrators receive when conducting Batch Operations.   

Impact:   This type of error will cause the entire Batch Operation will halt; it will not execute any other 

lines. 

Resolution:   Remove the Batch Operation and set up a new operation.  In the New Operation ensure that 

the column, and that the headers in the file exactly match the template which can be 

downloaded during Batch Operation setup. 

Number of columns in header does not match data provided  

 
Cause:  This error is caused by the presence of additional data entries in the specific row indicated in 

the HTML report.  This could be caused by the presence of additional, blank rows of data, or 

the presence of ‘unescaped’ commas (or another delimiter) in that data row.  

Impact:   This type of error will cause the entire Batch Operation will halt; it will not execute any other 

lines. 
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Resolution:   Remove the Batch Operation and set up a new operation.  Reference the HTML Report to 

identify the lines in question, then troubleshoot and correct those lines specifically for any 

issues with the Data.      

Invalid Data 

 
Cause:  This type of error indicates the value in a particular data field is invalid in the LMS.  This could 

be due to an invalid character being included in the data, or the field in question only accepts 

specific values (i.e. State or Language). In the example above, the user in question had a 

State_Id of ‘D.C.’, which is not recognized by the LMS (‘DC’ would have been correct). 

Impact:   This type of error will cause the affected line(s) to be skipped, but will not halt the Batch 

Operation as a whole. 

Resolution:   Remove the Batch Operation and set up a new operation.  Reference the HTML Report to 

identify the lines in question, then troubleshoot and correct those lines specifically to change 

the data to be compatible with the LMS. 

LMS Object Does Not Exist 

 
Cause:  This type of error is caused when a Batch operation attempts to associate a User with a 

Group/Class which does not exist in the LMS.  This could be because the Group/Class is 

misspelled on the file, or that the group/class in question has not yet been created. 

Impact:   This type of error will cause the affected line(s) to be skipped, but will not halt the Batch 

Operation as a whole. 

Resolution:   Remove the Batch Operation and set up a new operation.  Reference the HTML Report to 

identify the lines in question, then troubleshoot and correct those lines for spelling mistakes.  

If necessary, use the Resource Management functions of the LMS to locate/create the 

Objects in question (i.e. Groups, Users, Classes). 
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Automatic Data Exchange (ADX)* 
*NOTE:  The ADX Inbound /Outbound sections of the LMS will only be accessible to 

those organizations of those organizations who have opted to enable those features. 

Automatic Data Exchange (ADX) allows the LMS to support data synchronization between LMS and an 

external system, typically an organization’s HIRS. There are both inbound operation and outbound 

operations.  

In both instances, the data is exported as a text file from the outgoing system and placed onto a secure 

FTP server where the incoming system can pick it up and import it into the database (the LMS or 

external system).  Essentially, and ADX Inbound is an automated, regular form of Batch Operations, and 

the ADX Outbound is equivalent to running a report in the NAVEX LMS (i.e. getting data out of the 

system). 

The most common ADX job created is a Data sync Operation.  ADX jobs are typically set up during 

your organization’s implementation, and should not need to be changed.   

NOTE:  This section of the guide only includes the LMS portion of an ADX setup.  You will also need 

to involve your IT department and NAVEX Global in setting up and ADX, as well as in any 

updates. 

Create ADX Inbound/Outbound 
From the My Company Screen: 

1.  Click the ADX Inbound or Outbound tab on the left-hand side of the screen. 

2. Click the Create Tab. 

 
1. On the Next Screen, use the Action field to select the Operation you wish to set up.    

 For ADX inbound, see the Types of Batch Operations section for more information on 
the various operations.  

 For ADX Outbound, you can select either a User Report or an Enrollment Report.  See 
the Types of Reports section for more information on the various reporting options.  
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2.  On the next screen, enter the following information: 

Field   Description 
*Scheduled Task 

Name 
The display name of the ADX Job. 

*Protocol The Protocol of the FTP Server used for the ADX. 

*FTP Username 
The Username of the SFTP account. If the account is hosted by NAVEX, 
the Technical Specialist group can coordinate the creation of this 
account and will provide the username. 

*FTP password 
The password of the SFTP account. If the account is hosted by NAVEX 
Global, the Technical Specialist group can coordinate the creation of 
this account and will provide the password 

*FTP Host URL or IP address of the NAVEX Global SFTP server.  

*File Path 

The path to the directory on the (S)FTP server, including the file name 
and file extension.  If entering a subdirectory they should begin with a 
forward slash, followed by any subdirectories and the file name (i.e. 
/subdir/file.csv). 

Use PGP 
Indicate whether the ADX job will use PGP encryption.  See the PGP 

Encryption section for more information. 

Field Separator 
The character that the ADX file will use as a column delimiter (Comma, 

Tab, or Pipe). 

Additional Email 
An additional email to be informed each time the ADX Job is complete.  

Multiple email addresses should be delimited by a semi-colon ( ; ). 

Group Action 

Allows Administrators to modify the behavior of the Batch Operation 
relative to the Group Codes column, depending on the value supplied. 

Move will remove the User from all current Groups, and add them to 
the Group(s) provided in the files. 

Add will keep the User from all current Groups, and add them to the 
Group(s) provided in the file. 

Data 
Synchronization 

This field is available for Data Synchronization Only.  The operation to 
be performed to Users in the LMS but not on the file (Ignore, 

Terminate, or Delete). 

Group Information 
This field is available for Data Synchronization Only.  The Top group to 

which the Data synchronization will be applied.   
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3.  Using the Data description fields, select the desired column order for the ADX by 

moving the desired columns to the right-hand box.  Required columns vary per 

operations, and will always be displayed on the right indicated by a *. 

 

NOTE:  Only one ADX Job at a time (both Inbound and Outbound) can be processed for a company.  

If creating multiple ADX jobs, make sure to offset each by at least 60 minutes to avoid 

collision. 

4. Use the Recurrence section to determine when and how often the ADX job will run 

Make sure to set he following fields: 

Field   Description 

Period 
The interval between which the process runs (Daily, Weekly, or 

Monthly)  

Week to run 
When monthly is selected this indicates which week of the month the 

ADX will run. 

Day(s) of Week: 
When weekly or monthly is selected, this field indicates which days of 
the week the ADX will run. 

*Hour 
Set which hour of the day (in server time) the ADX will run. This field 
should be entered in military time (0 – 23).  If setting up a job in the EU 
the time is 8 hours head of Pacific Time. 

*Minute The minute of the hour (in server time) the ADX job will run. 

5. Click Save.   
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The ADX will be created, and will run based on the Recurrence criteria entered. 

 
From this point, you can use the Drop-down to: 

 Remove the ADX job from the list of completed ADX Jobs. 
 View the Details of the operation, including Name, Type, and Run Date. 
 See the History to view a report of the each instance of the ADX job, and download the 

file that was processed. 

NOTE:  Number of records on any single ADX file (inbound) cannot exceed 23,000.  If an organization 

is larger, multiple ADX’s must be implemented.  

PGP Keys* 

*NOTE:  The PGP Keys sections of the LMS will only be accessible to those 

organizations of those organizations who have opted to enable that feature. 

Pretty Good Privacy (PGP) is a type of public-key encryption that can be used to encrypt ADX files 

being sent to and from the LMS using Public and Private Keys.  The PGP Keys section of the LMS allows 

Administrators to upload Public Keys so that ADX Outbound files can be successfully decrypted by your 

organization.  If you are using a NAVEX Global public key to encrypt an ADX Inbound file, the key will 

be provided to your organization during Implementation.  The LMS does not support any other public-

key encryption standards (i.e. GnuPG).   

PGP Keys are typically added to the LMS during a company’s Implementation, and will not normally 

need to be changed. 

NOTE:  For details about how ADX Inbound files should be encrypted, see the LMS 

Information for IT Administrators document. 
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NOTE:  It is strongly recommended that you coordinate with both your organization’s IT Department 

and NAVEX Global before any setup/changes to PGP keys.   

 

Add Public Key  

 
From the PGP Keys screen: 

1. Click Create. 

 
2.  On the next screen, enter the following information: 

Field   Description 

Title The Title of the PGP Key. 

Public Key 
Paste the Public key into the field. 

NOTE:  The Public key will typically be provided 
by your IT department.   

Active Indicate whether the Key is currently active. 

3. Click Create. 

The PGP key will then be added to your organization’s LMS and can be used to 

encrypt/decrypt ADX files sent to and from the LMS. 
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Reporting 
The Reporting section of the LMS allows Administrators to run and export reports to monitor multiple 

aspects of the LMS, including Users, Notifications, Class Completion, and any changes made by CTAs. 

Administrators can use report-specific filtering target the data they want to display, then output to a 

variety of formats depending on need.  Examples of formats available for export include PDF, MS Excel 

(.xls and xlsx), CSV, and MS Word (.docx). 

NOTE:  All LMS Reports are based targeted based on Group Membership.  In order for a User to 

appear on a report they must a member of a group within the Company.   

Types of Reports 

Completion Summary Report  
The Incompletion Summary Report provides Administrators a visual chart of the  

Completion percentage for a particular course(s), as well as a summary table of which provides a 

breakdown of individual Groups.  This report is useful for gauging your organization’s overall 

progress on a Training Initiative, or for presenting high-level information to management. 

NOTE:  If a user is in multiple groups displayed within the report, that user will be counted multiple 

times, as a member of each group.  

 
Available Filters 

*Group 

Courses 

Start and End Date 

Active/Inactive Users 

NOTE:  * Indicates a required field. 
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CTA Action Audit 
The CTA Action Audit Report provides a complete record of certain types of Administrator Actions 

made within the system, including Modifying Users, Batch Operations, and Deleting Notification 

Templates.  This allows Administrators to identify when changes were made, and by whom.  

NOTE:  The “Modified User” version of this report will not include records of Users 

what were modified via Batch Operation, only changes made manually by (S)CTA’s. 

 

Enhanced Enrollment Report 
The Enhanced Enrollment Report Provides the administrators with a detailed report of User 

enrollments in a course(s), including   enrollment data, Class Status, Enrollment date, and when a 

User last accessed the course.  Additionally, this report includes whether a User was Marked 

Complete by an Administrator, or completed the course themselves.  

 
Available Filters 

*Enrollment Start and End Date 

Courses 

*Class Status 

*Group 

*Active/Inactive Users 
NOTE:  * Indicates a required field. 
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Enrollment Report  
The Enrollment Report provides a combination of an Enrollment Report and a visual bar chart 

indicating User’s status within a course(s).  This report is useful for monitoring the status of Users 

throughout a Training Initiative.  

 
Available Filters 

*Enrollment Start and End Date 

Courses 

*Class Status 

*Group 

*Active/Inactive Users 
NOTE:  * Indicates a required field. 

Individual Completion Report 
The Individual Completion Report Provides Administrators the ability to view individual completion 

data by the enrollment date. The report also includes a Pie Chart which breaks down the number of 

completions by Group. 

 
Available Filters 

*Enrollment Start and End Date 

Courses 

*Group 

*Completion Start and End Date 
NOTE:  * Indicates a required field. 
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Live Training Report 
Similar to the Enrollment Report, the Live Training Report Provides the Administrator with Users’ 

status for a specific Live Training Activity or Activities. 

 
Available Filters 

*Enrollment Start and End Date 

Courses 

*Class Status 

*Group 

*Active/Inactive Users 
NOTE:  * Indicates a required field. 

Notification Report 
Similar to Notifications History, the Notification Report provides the administrator with an 

exportable list of all notifications that the LMS. 

 
Available Filters 

*Active/Inactive Users 

*Date From and To 

*Group 
NOTE:  * Indicates a required field. 
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Unenrollment Report 
Provides the administrator with a report that shows whether or not the CTA has unenrolled 

someone from a class or if disabled an account. 

 
Available Filters 

*Start and End Date 

*Active/Inactive Users 
NOTE:  * Indicates a required field. 

User Report 
The User Report provides Administrators a detailed report of User profiles. 

 
Available Filters 

*Group 

*Active/Inactive Users 
NOTE:  * Indicates a required field. 
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Accessing and Running Reports 

 

1. Click the Main Menu button (  ). 

2. Click Launch Reports. 

 
The Reporting Page will be displayed with a list of all reports currently available in the LMS.  

See the Types of Reports section for descriptions of each report. 

3. Click the Name of the desired report. 
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The Report screen criteria will be displayed with the specific filtering criteria. 

4.  Enter your desired report criteria.  See the Types of Reports section for more 

information about the filtering available on each report. 

5. Click Apply. 

 
The details of the desired Report will be displayed.   

6.  From this screen you can: 

 Manipulate Reports by Clicking on specific column headers.  Administrators can sort and 
filter Data, as well as change the formatting of column data and headers. 

 If the Report contains a chart, you can Use the Chart Types button ( ) change the 
type of chart being displayed (i.e. Line, Bar, Pie, etc.) 

 If the Report contains multiple pages you can use the Page buttons in the upper left-
hand corner to more backward and forward through the report pages. 

 Export the Report by clicking the Export button ( ), then selecting the desired 
format. 
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SCTA Permissions 
Super Client Training Administrators (SCTAs) represent the highest level of Administrator within the 

LMS.  SCTA permissions are almost identical to CTAs with one notable exception:  they can create CTA’s 

and customize their Permissions within the LMS via Manager Roles. 

Creating Client Training Administrators 
As an SCTA successfully creating a CTA involves two steps:  

 Designating a User as an Administrator. 
 Creating and associating a Management Role with that User. 

User Creation 
When Creating or Editing Users, you need to designate them as an Administrator: 

 
1.  Check the Admin box under Type. 

2. Click Save. 

This will provide the selected User access to the Resource Management and Launch 

Reports sections of the LMS. 

NOTE:  Simply designating a User as an Administrator will not allow them to Create or Edit 

Users/Groups or run reports.  CTA’s must also be associated with a Management Role.  
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Management Roles 
Management roles exist allow SCTAs to grant CTA’s access to all or a portion an organization’s LMS, 

depending on the User/Groups selected.  Once created and associated with a User, Management roles 

are assigned Groups/Users.   Management Roles exist to allow SCTA’s to change Administrators’ 

access without customizing each User individually every time the organization changes.  

 

NOTE:  Each SCTA also has a Management role, which is created during 

implementation and provides access to an organization’s entire Company.   

Create New Manager Role 
Once a User has been designated as an Administrator, You can then create and them and associate 

them with a Management Role: 

 
1. On the left-hand side of the screen, click Management Roles. 

 
The Management Roles screen will be displayed.   

2. Click Create. 
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On the next screen, enter the following information:   

Action Description 

*Management Role ID 
Enter the Unique code for the Management Role  

NOTE:  This field cannot contain spaces. 
*Title The Title of the Management Role. 

 

3. In the User Field, click Select. 

 
A list of available Users will be displayed.   

NOTE:  Only Users Designated as Administrators will be available for selection. 

4.  Click the Login Name of the desired User.   
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5. Click Save. 

You should receive a Message that the Management Role was created.  Now that the role 

has been created, you must associate it with Group(s) in order to grant access. 

 
6. On the left-hand side of the screen, click Users and groups managed. 

 
The Users and groups managed screen will be displayed.   

7. Click Add. 
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A list of all groups within your organization will be displayed in Tree view. 

8. Select the desired Group. 

9. Repeat this process for each group you wish to associate with the Management Role. 

NOTE:  Granting access to a Group will also grant access to any of its Subgroups. 
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Appendix 

Notification Variables 

In, TopClass 9.7 Notifications can be created to contain Variables, which allow Administrators to 

customize the information within Notifications to each LMS User.  When creating or editing a 

Notification, Variables are entered as tags within notification text, and will be replaced with User-

specific data at the time the notification is sent.  

When the notification is fired, the body of the notification is parsed and each substitution variable is 

replaced at run-time with the appropriate data for each User. 

A simple example of this is Recipient Real Name. This is available for all notifications and it will 

evaluate as the name of the person who is receiving the notification. When you choose this option 

from the drop down, it will appear in the body of the notification as @@realname@@.   

Each Notification which you can create has a specific set of substitution variables which provide access 

to the appropriate data for that notification type.  See the Variable Glossary for specifics on variable 

availability.   

NOTE:  Notification Variables can only be used in Online Activity and Ad-Hoc Notifications, not in 

Incompletion Summary and HR Summary Notifications.  If variables are inserted into these 

Notifications, they will appear in Block Display form (i.e. @@code@@). 

Insert a Notification Variable 
From the General Details tab Notification Text screen: 

 
1. Within the Notification Body, position your cursor where you would like the variable to 

be inserted. 

2. Click Insert Variable. 
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3.  Once you have located the desired Notification, click the Variable Name. 

 
The variable block will be inserted where your cursor was positioned. 
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Variable Glossary 
Name Block Display Availability Description 

Object Title @@longname@@ 
Online 
Activity 

The full Title of the Learning Activity which 
triggers the Notification.  This field will appear 
exactly as it does in the Title field of the 
License Dashboard, and it determined when 
your course is set up during Implementation. 

Code @@code@@ 
Online 
Activity 

The Code of the Learning Activity which 
triggers the Notification.  This field will appear 
exactly as it does in the Title field of the 
License Dashboard, and it determined when 
your course is set up during Implementation.   

Valid Period 
Start Date 

@@validperiod_end@@ 
Online 
Activity 

The Valid Period Start Date of the Learning 
Activity which triggers the Notification.  This 
field will appear as a Date and Time, including 
hours and minutes. 
NOTE:  If the Activity in question does not have 

Validity Periods set up, this Variable will be 
erased when the Notification is sent. 

Valid Period 
End Date 

@@validperiod_start@@ 
Online 
Activity 

The Valid Period End Date of the Learning 
Activity which triggers the Notification.  This 
field will appear as a Date and Time, including 
hours and minutes. 
NOTE:  If the Activity in question does not have 

Validity Periods set up, this Variable will be 
erased when the Notification is sent. 

Recipient 
Address 1 

@@address1@@ 

Online 
Activity, Ad-

Hoc 

The Address 1 field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 

Recipient 
Address 2 

@@address2@@ 

Online 
Activity, Ad-

Hoc 

The Address 2 field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 

Recipient City @@city@@ 

Online 
Activity, Ad-

Hoc 

The City field from a User’s Profile.  This field 
will appear exactly as it appears in the User’s 
Profile within the LMS. 

Recipient First 
Name 

@@firstname@@ 

Online 
Activity, Ad-

Hoc 

The First Name field from a User’s Profile.  
This field will appear exactly as it appears in 
the User’s Profile within the LMS. 

Recipient 
Group Code 

@@groupcode@@ 

Online 
Activity, Ad-

Hoc 

Will Display the Code of the Group to which a 
User belongs.  This field will appear exactly as 
it appears in the User’s Profile within the LMS. 

NOTE:  If a User is a member of Multiple 
Groups, the system will display the most 

subordinate of the User’s Groups. 

Recipient Job 
Title 

@@jobtitle@@ 

Online 
Activity, Ad-

Hoc 

The Job Title field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 

Recipient last 
Name 

@@lastname@@ 

Online 
Activity, Ad-

Hoc 

The Last Name field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 
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Recipient Login 
Name 

@@loginname@@ 

Online 
Activity, Ad-

Hoc 

The Login Name field from a User’s Profile.  
This field will appear exactly as it appears in 
the User’s Profile within the LMS. 

Login URL @@loginurl@@ 

Online 
Activity, Ad-

Hoc 

The login URL for the recipient’s organization’s 
LMS (i.e. https://myorg.lms.navexglobal.com).   
When Users receive the Notification variable 
will be displayed as a hyperlink with the text 
“Click Here.” 

Password 
Token 

@@passwordtoken@@ 

Online 
Activity, Ad-

Hoc 

This variable generates a single-use link which, 
when clicked, will allow the recipient to reset 
their LMS password.  When Users receive the 
Notification variable will be displayed as a 
hyperlink with the text “Reset Password.”  

Once this link has been used to reset their 
password, it will direct Users to the URL for 
their organization’s LMS. 

NOTE:  A password Token generated in this 
was will expire after 7 days.  If clicked after 7 

days, it will direct the User to their 
organization’s login URL.  

Recipient 
Phone 1 

@@phone1@@ 

Online 
Activity, Ad-

Hoc 

The Phone 1 field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 

Recipient Real 
Name 

@@realname@@ 

Online 
Activity, Ad-

Hoc 

The Real Name field from a User’s Profile.  
This field will appear exactly as it appears in 
the User’s Profile within the LMS. 

NOTE:  Real Name a combination of a User’s 
First, Middle, and Last Names. 

Recipient State @@state@@ 

Online 
Activity, Ad-

Hoc 

The State field from a User’s Profile.  This field 
will appear exactly as it appears in the User’s 
Profile within the LMS. 

Extra Info 
Fields 

Varies 

Online 
Activity, Ad-

Hoc 

The Zip Code field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 

NOTE:  If the User in question does not have 
any information in the Extra Info field in 

question, this Variable will be erased when 
the Notification is sent 

Recipient Zip 
Code 

@@zip@@ 

Online 
Activity, Ad-

Hoc 

The Zip Code field from a User’s Profile.  This 
field will appear exactly as it appears in the 
User’s Profile within the LMS. 
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Batch Operations 

Batch Operations Data Types 
All Batch operation columns require data to be in a specific format, depending on the type of 

information being provided.  The necessary data type will be listed next to each column in 

parentheses on the Create Batch Operations screen. 

String 
This Data type is the most common and represents any sequence of alphanumeric characters. 

NOTE:  If the data contained in the file contains commas (or another delimiter 

character) you will need to ‘escape’ these characters using double quotes 

(““).  See Considerations for creating Batch Operations Files for details. 

List 
This data type occurs in columns where multiple values may be provided for the same User (i.e 

Class_Id).  Individual values within the column should be delimited by a percent sign (%). 

Integer 
This data type is a whole number.  This data type is only used for the Page Length and Status 

columns. 

Date  
This data type is a date is a date in mm/dd/yyyy format.  This data type is only used in the 

Completion Date column. 

Available Batch Operations Columns  
NOTE:  An * next to an operation in the Availability column indicates that column is 

required for that operation. 

Name File Header Availability Description 

Login Name 
(String) 

LoginName *All Operations 

The name which allows a user to log into 
the LMS.  It is required in all Batch 

Operations.  Login Names may contain: 
 Letters (A-Z, upper and lower case) 
 Numbers (0-9) 
 Dots (.) 
 Underscores (_) 

First Name 
(String) 

FirstName 
*Create, Modify, 

Data Synchronization 
The user’s First name. 

Last Name 
(String) 

LastName 
*Create, Modify, 

Data Synchronization 
The user’s Last name. 

Password (String) Password 
*Create, Modify, 

Data Synchronization 

The password which the user will user use 
to log in to the LMS.  All LMS passwords 

must have a minimum of three (3) 
characters. 

Group Codes (List) GroupCodes 
*Create, Modify, 

Data Synchronization 

The Group(s) to which the user belongs. 
Group Codes can be located via the 
Groups section of the LMS, under 

Resource Management. 
Middles Names 

(String) 
MiddleNames 

Create, Modify, 
Data Synchronization 

The user’s Middle name. 
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Language (String) Lang 
Create, Modify, 

Data Synchronization 

The user’s default language within the 
LMS.  See the Language Codes section for 

details on available language codes. 

Email Email 
Create, Modify, 

Data Synchronization 
The user’s email within the LMS.   

Group Action 
(String) 

GroupAction 
Create, Modify, 

Data Synchronization 

Allows Administrators to modify the 
behavior of the Batch Operation relative 
to the Group Codes column, depending on 
the value supplied: 
 move – will remove the User from 

all current Groups, and add them to 
the Group(s) provided in the file. 

NOTE:  Using move will also any Joining 
Operations for the Group(s) contained 

in the file, even if the user is not 
changing Groups. 

 add – will keep the User from all 
current Groups, and add them to the 
Group(s) provided in the file. 

If this is column is not included, the default 
behavior is add. 

Status (Integer) Status 
Create, Modify, 

Data Synchronization 

Determines whether the user’s account is 
Active or Inactive.  This field must either 

be 1 (Active) or  
0 (Inactive). 

State (String) State_Id 
Create, Modify, 

Data Synchronization 

The user’s geographic location by 
state/territory.  See the State Codes 
section for details on available state 

codes. 

Page Length 
(String) 

PageLength 
Create, Modify, 

Data Synchronization 

The number of entries that will be 
displayed for the user on list screens (i.e. 

Learning) in the LMS.  The maximum 
number of entries per page is 20.   

Date Format 
(String) 

DateFormat 
Create, Modify, 

Data Synchronization 

The format in which dates will be 
displayed to the User.  The options 
available date format column are: 
 mm/dd/yyy 
 dd/mm/yyyy 
 yyyy/mm/dd 

Job Title (String) JobTitle 
Create, Modify, 

Data Synchronization 
The user’s Job title. This field has a 

maximum length of 256. 

Phone 1 (String) Phone1 
Create, Modify, 

Data Synchronization 
The user’s phone number.  This field has a 

maximum length of 25. 

Address 1 (String) Address2 
Create, Modify, 

Data Synchronization 
The first line of the user’s address. 

Address 2 (String) Address1 
Create, Modify, 

Data Synchronization 
The second line of the user’s address. 

City (String) City 
Create, Modify, 

Data Synchronization 
The user’s City. 



Updated 7/5/2017  87 | P a g e  
 

Zip Code (String) Zip 
Create, Modify, 

Data Synchronization 
The user’s Zip Code. 

Extra Info Fields 
(String) 

[varies] 
Create, Modify, 

Data Synchronization 

If you organization has chosen to use any 
of the LMS’ Extra Info Fields, they will be 

available with the  
NOTE:  You will only see those Extra Info 

fields your organization has chosen to 
enable. 

Class ID (list) Class_Id 

*Direct Enroll,  
*Direct Unenroll, 
*Mark Complete 

The ID(s) of the class in which the user is 
being enrolled/unenrolled.  Class IDs can 
be accessed from the License Dashboard. 

Comment (String) Comment *Mark Complete 

Used only for the Mark Complete 
operation, this field allows Administrators 

to leave comments indicating why the 
User was marked complete, rather than 
completing the Training manually via the 

LMS. 

Completion Date 
(Date) 

CompletionDate *Mark Complete 

Used only for the Mark Complete 
operation, this field indicates the date that 

the User successfully completed the 
class(es) provided in the file.  The date 

should be formatted dd/mm/yyyy.  
 

NOTE:  The columns available when conducting Batch Operations depend on the type of operation 

being performed.  Not all columns will be available with all Operations. 
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State ID Codes 
When conducting Batch Operations, Administrators can set User’s State field to indicate their 

geographic location.  Rather than the full name of the State/Territory in question, administrators will 

supply a specific code for each User on the Batch Operations file in the State_Id column.   If a User’s 

State_Id column is left blank, the LMS will continue to process the Batch Operations, leaving that 

User’s State field blank.

ID State/Territory 
AL Alabama 
AK Alaska 
AS American Samoa 
AZ Arizona 
AR Arkansas 
CA California 
CZ Canal Zone 
CO Colorado 
CT Connecticut 
DE Delaware 
DC District of Columbia 
FL Florida 
GA Georgia 
GU Guam 
HI Hawaii 
ID Idaho 
IL Illinois 
IN Indiana 
IA Iowa 
KS Kansas 
KY Kentucky 
LB Labrador 
LA Louisiana 
ME Maine 
MP Mariana Islands 
MD Maryland 
MA Massachusetts 
MI Michigan 
MN Minnesota 
MS Mississippi 

ID State/Territory 
FM Micronesia 
MO Missouri 
MT Montana 
NE Nebraska 
NV Nevada 
NH New Hampshire 
NJ New Jersey 

NM New Mexico 
NY New York 
NC North Carolina 
ND North Dakota 
OH Ohio 
OK Oklahoma 
OR Oregon 
PA Pennsylvania 
PR Puerto Rico 
RI Rhode Island 
S South Carolina 

SD South Dakota 
TN Tennessee 

TX Texas 

UT Utah 
VT Vermont 
VI Virgin Islands 
VA Virginia 
WA Washington 
WV West Virginia 
WI Wisconsin 
WY Wyoming 

NOTE:  Possible State Codes are also included in the Batch Operation Template file 

that can be downloaded directly from the LMS.  See the Create New Batch Operation 

section for details. 
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Language Codes 
When conducting Batch Operations, Administrators can set User’s default Language field so that the 

LMS will display in that Language upon Login.  Rather than the full name of the language in question, 

administrators will supply a specific code for each User on the Batch Operations file in the Lang 

column.   If a User’s Lang column is left blank, the LMS will continue to process the Batch Operations 

and the Users language will remain as the Default (US English). 

Country ID 

Arabic zr 
CA French fr_CA 

Chinese zh 
Chinese (Traditional) zh_CN 

Czech cz 
Danish dk 
Dutch nl 

Estonian et 
Finnish fi 
French fr 

German de 
Hungarian hu 
Indonesian in 

Italian it 
Japanese jp 
Korean ko 
Latvian lv 

Malaysian ms 
Norwegian no 

Polish pl 
Portuguese pt 
Romanian ro 

Russian ru 
Slovakian sk 
Spanish es 

Spanish (Castilian)  es_CS 
Swedish sv 
Turkish tr 

US English en_US 

NOTE:  These Language Codes are also included in the Batch Operation Template file 

that can be downloaded directly from the LMS.  See the Create New Batch Operation 

section for details. 
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Country Codes 
When conducting Batch Operations, Administrators can set User’s Country field to indicate the 

User’s location.  Rather than the full name of the country in question, administrators will supply a 

specific code for each User on the Batch Operations file in the Country column.   If a User’s Country 

column is left blank, the LMS will continue to process the Batch Operations and the Users language 

will remain blank. 

Language ID 

Andorra AD 

United Arab Emirates AE 

Afghanistan AF 

Antigua and Barbuda AG 

Anguilla AI 

Albania AL 

Armenia AM 

Netherlands Antilles AN 

Angola AO 

Antarctica AQ 

Argentina AR 

American Samoa AS 

Austria AT 

Australia AU 

Aruba AW 

Aland Islands AX 

Azerbaijan AZ 

Bosnia and Herzegovina BA 

Barbados BB 

Bangladesh BD 

Belgium BE 

Burkina Faso BF 

Bulgaria BG 

Bahrain BH 

Burundi BI 

Benin BJ 

Saint BarthÃ©lemy BL 

Bermuda BM 

Brunei Darussalam BN 

Plurinational State of 
Bolivia 

BO 

Brazil BR 

Bahamas BS 

Bhutan BT 

Bouvet Island BV 

Botswana BW 

Language ID 
Belarus BY 

Belize BZ 

Canada CA 

Cocos (Keeling) Islands CC 

The Democratic Republic 
of The Congo 

CD 

Central African Republic CF 

Congo CG 

Switzerland CH 

CÃ´te d'Ivoire CI 

Cook Islands CK 

Chile CL 

Cameroon CM 

China CN 

Colombia CO 

Costa Rica CR 

Cuba CU 

Cape Verde CV 

Christmas Island CX 

Cyprus CY 

Czech Republic CZ 

Germany DE 

Djibouti DJ 

Denmark DK 

Dominica DM 

Dominican Republic DO 

Algeria DZ 

Ecuador EC 

Estonia EE 

Egypt EG 

Western Sahara EH 

Eritrea ER 

Spain ES 

Ethiopia ET 

Finland FI 

Fiji FJ 
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Language ID 

Falkland Islands (Malvinas) FK 

Federated States of 
Micronesia 

FM 

Faroe Islands FO 

France FR 

Gabon GA 

United Kingdom GB 

Grenada GD 

Georgia GE 

French Guiana GF 

Guernsey GG 

Ghana GH 

Gibraltar GI 

Greenland GL 

Gambia GM 

Guinea GN 

Guadeloupe GP 

Equatorial Guinea GQ 

Greece GR 

South Georgia and The 
South Sandwich Islands 

GS 

Guatemala GT 

Guam GU 

Guinea-Bissau GW 

Guyana GY 

Hong Kong HK 

Heard Island and 
Mcdonald Islands 

HM 

Honduras HN 

Croatia HR 

Haiti HT 

Hungary HU 

Indonesia ID 

Ireland IE 

Israel IL 

Isle of Man IM 

India IN 

British Indian Ocean 
Territory 

IO 

Iraq IQ 

Islamic Republic of Iran IR 

Iceland IS 

Italy IT 

Language ID 

Jersey JE 

Jamaica JM 

Jordan JO 

Japan JP 

Kenya KE 

Kyrgyzstan KG 

Cambodia KH 

Kiribati KI 

Comoros KM 

Saint Kitts and Nevis KN 

Democratic People's 
Republic of Korea 

KP 

Republic of Korea KR 

Kuwait KW 

Cayman Islands KY 

Kazakhstan KZ 

Lao People's Democratic 
Republic 

LA 

Lebanon LB 

Saint Lucia LC 

Liechtenstein LI 

Sri Lanka LK 

Liberia LR 

Lesotho LS 

Lithuania LT 

Luxembourg LU 

Latvia LV 

Libyan Arab Jamahiriya LY 

Morocco MA 

Monaco MC 

Republic of Moldova MD 

Montenegro ME 

Saint Martin MF 

Madagascar MG 

Marshall Islands MH 

The Former Yugoslav 
Republic of Macedonia 

MK 

Mali ML 

Myanmar MM 

Mongolia MN 

Macao MO 

Northern Mariana Islands MP 
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Language ID 

Martinique MQ 

Mauritania MR 

Montserrat MS 

Malta MT 

Mauritius MU 

Maldives MV 

Malawi MW 

Mexico MX 

Malaysia MY 

Mozambique MZ 

Namibia NA 

New Caledonia NC 

Niger NE 

Norfolk Island NF 

Nigeria NG 

Nicaragua NI 

Netherlands NL 

Norway NO 

Nepal NP 

Nauru NR 

Niue NU 

New Zealand NZ 

Oman OM 

Panama PA 

Peru PE 

French Polynesia PF 

Papua New Guinea PG 

Philippines PH 

Pakistan PK 

Poland PL 

Saint Pierre and Miquelon PM 

Pitcairn PN 

Puerto Rico PR 

Palestinian Territory, 
Occupied  

PS 

Portugal PT 

Palau PW 

Paraguay PY 

Qatar QA 

RÃ©union RE 

Romania RO 

Serbia RS 

Language ID 

Russian Federation RU 

Rwanda RW 

Saudi Arabia SA 

Solomon Islands SB 

Seychelles SC 

Sudan SD 

Sweden SE 

Singapore SG 

Saint Helena, Ascension 
and Tristan Da Cunha  

SH 

Slovenia SI 

Svalbard and Jan Mayen SJ 

Slovakia SK 

Sierra Leone SL 

San Marino SM 

Senegal SN 

Somalia SO 

Suriname SR 

Sao Tome and Principe ST 

El Salvador SV 

Syrian Arab Republic SY 

Swaziland SZ 

Turks and Caicos Islands TC 

Chad TD 

French Southern 
Territories 

TF 

Togo TG 

Thailand TH 

Tajikistan TJ 

Tokelau TK 

Timor-Leste TL 

Turkmenistan TM 

Tunisia TN 

Tonga TO 

Turkey TR 

Trinidad and Tobago TT 

Tuvalu TV 

Taiwan, Province of China  TW 

United Republic of 
Tanzania 

TZ 

Ukraine UA 

Uganda UG 
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Language ID 

United States Minor 
Outlying Islands 

UM 

United States US 

Uruguay UY 

Uzbekistan UZ 

Vatican City VA 

Saint Vincent and The 
Grenadines 

VC 

Bolivarian Republic of 
Venezuela 

VE 

Virgin Islands, British  VG 

Virgin Islands, U.S.  VI 

Viet Nam VN 

Vanuatu VU 

Wallis and Futuna WF 

Samoa WS 

Yemen YE 

Mayotte YT 

South Africa ZA 

Zambia ZM 

Zimbabwe ZW 

NOTE:  These Country Codes are also included in the Batch Operation Template file 

that can be downloaded directly from the LMS.  See the Create New Batch Operation 

section for details. 
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Contact Information & Additional Resources 
If your organization’s Administrators (CTA’s and SCTA’s) have questions about the information contained 

in the Guide, or have issues, or need guidance on performing the Administrator functions of the LMS, 

please contact us through one of the following methods. 

Client Resource Center 
The most efficient and effective way to contact Client Support is to submit a Support Request via the 

Client Resource Center (CRC) located at http://support.navexglobal.com. There you can: 

 Access Resources to Commonly Asked 
Questions  

 Conveniently Submit Support Requests  
 View Status of Open Support Requests  
 Search Knowledge Base  

 Register for Interactive Web Trainings  
 View Training Videos  
 Suggest Ideas 

 

ELearning Mailboxes 
Submit a question of issue to our Client Care Team via email by emailing Client Support directly at: 

US - elearning@navexglobal.com EU - euelearning@navexglobal.com 
 

Phone 
Contact NAVEX Global Client Support by phone at: 

US - +1 (866) 297 0224 EU - +44 (0)20 8939 1650

When calling, please choose option 3, and listen to the voice prompt to identify the product for 

which you need support.  We strive to answer all incoming calls to the best of our ability. If you 

reach our voicemail, please leave a message as we monitor messages regularly and return calls 

promptly. 

 

 
 

 

http://support.navexglobal.com/
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