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Introduction 

This document provides instructions for adding users to OUCampus, course and curriculum 
creation, and general administration practices. 
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Managing users 

Adding a new user 

Since OUCampus is LDAP-compliant, all users should have accounts. However, if there are 
new employees (users) and contractors who are hired after OUCampus is synchronized, 
they might not be included until the next synch. This happens every Wednesday night 
during non-business hours.   

1 Go to http://oucampus. 

2 Type your Login and Password. 

3 Click Login. 

  

4 Click Administration. 

  

http://oucampus/
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5 Click Users and Groups. 

  

6 Click New User. 

  

Entering the new user’s information 

1 Type the user’s First Name. 

2 Type the user’s Last Name. 

3 Type the user’s OUC E-mail address. 

4 Type the user’s Address Book No (number). 
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5 Type the user’s Login.  

NOTE This is the user’s OUC network User name. 

6 Type the New Password.  

NOTE Always use ‘password’ for the password since it’s going to be reset 
once the user logs in. 

7 Retype the Password in the Retype Password box. 

NOTE Be sure to clear the E-mail the new user account information, 
login and password check box if you don’t want to notify the 
user right away. 

8 Select the Prompt user to change password after next login check box. 

9 Click Next. 
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Adding a user to a group 

1 Locate and select a group. 

2 Click Add. 

 

3 Click Finish. 
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4 You can continue to work in OUCampus or click Logout in the upper-right corner of the 
page. 

 

Importing users to a group 

You must be an Administrator to import users in OUCampus. If you aren’t, contact an 
Administrator (like someone in the IT Support Center) to complete this procedure. 

1 Click Administration.  

 

2 Click Users and Groups. 

 

3 Click Import.  
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4 Select the Create new users and add them to a group option. 

5 Select a group from the list. 

6 Click Browse to locate the CSV file to import.  

7 Click Upload.  

 

NOTE You must format the Excel spreadsheet as it is shown below and 
save it as a CSV (comma-separated values/comma delimited) file. 
Otherwise, it will not import successfully.  

 You can only import 300 users at a time. 

 

8 You can continue to work in OUCampus or click Logout in the upper-right corner of the 
page. 
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Working with groups 

Groups in OUCampus can help you organize learners by Business Unit, job description or 
function, and more. Once created, they can be modified any time. 

Creating a group 

1 Click Administration > Users and Groups. 

2 Click New Group. 

The New Group Information page appears. 

3 Type a Name and click Next. 

 

4 Select from the Possible Group Members list and click Add. 

5 Click Finish. 
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6 Click View Group Members to verify your selections. 

 

The Current Group Members appear. 
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Removing a group  

If you need to remove an entire group, you can at any time. This won’t delete the 
individual users from OUCampus. 

1 Click Administration > Users and Groups. 

2 Click Search and type the name of the group. 

3 Once the group appears, select it and click Delete. 

 

4 Click Delete. 

 

The Users and Groups list appears. 
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Adding & removing a user from an additional group 

If you’d like to add or remove a user to or from an additional group, follow the procedures 
below. You would use these steps for new employees; users who weren’t included in an 
imported CSV file; and employees who change departments or business units. 

Adding a user 

If the user is part of another group, use these procedures to add the user to a different 
group. 

1 Click Administration. 

 

2 Click Users and Groups. 
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The Users and Groups list appears. 

3 If necessary, click Search. 

4 Type the user’s name in the Search box. 

 

5 Select the user’s name and click Information. 
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 The User Information page appears. 

6 Click Edit Group Membership. 

 

 The user’s Current Group Membership page appears with the Possible Groups 
 list on the left and the Current Group Membership list on the right. 

7 Select a group from the Possible Groups list and click Add. 

NOTE If you’re adding a user to the NERC course, use Search to find the 
NERC CIP training group. 
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 The group appears in the Current Group Membership list. 

 

Removing a user 

1 To remove a user from a group, select the group and click Remove. 

 

2 You can continue to work in OUCampus or click Logout in the upper-right corner of the 
page. 
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Working with content, courses, & curricula 

To upload content, you have to be assigned to the Author Group (you can add yourself if 
you’re part of the Administrators Group). Once you have permissions, you can create a 
course or curriculum from the uploaded content. A curriculum is made of many courses. 
Depending on your needs, you can create as many or as few that you find necessary. 

Adding content 

Before you create a course, you must add the content that the user will interact with. 

NOTE If you add a ZIP file with multiple htm or html files and extra files (images, 
SWF files, and more) make sure one file is called index.htm or index.html. 

1 Click Content > New Content. 
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2 Click Browse to find the File. 

3 Type the Title. 

4 Click Save. 

 

The content appears; however, don’t be concerned if it takes a few minutes. 
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Creating a course 

The breadcrumbs at the top of the page guide you through the setup process. 

 

1 Click Training > New Course. 

 

2 Type the Course Name. 

3 Set the course Start and Close dates. 

4 Click Next. 
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5 Select the content and click Next. 

 

6 Click Search and type the user’s name. 

7 Select the name and click Add. 
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8 Click Next. 

 

9 Optionally, set the Notification Timing and click Next. 
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10 Optionally, set the Reminder Timing. 

11 Click Finish. 
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The course appears and you can make any additional changes from this page. The 
enrolled users will see this course in My Training. 

 

Creating a curriculum 

The breadcrumbs at the top of the page guide you through the setup process and a 
curriculum is made of two or more courses. 

 

1 Click Training > New Curriculum. 
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2 Type the Curriculum Name. 

3 Set the curriculum Start and Close dates. 

4 Click Next. 
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The New Curriculum Wizard appears. 

5 Review the information in the bulleted instruction list. 

6 Click Add Course. 

 

7 Select the course check boxes and click Add. 
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8 Click Next. 

 

9 Click Finish. 

 

The new curriculum appears. 
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Adding External Training 

Once the curriculum appears after it’s created, you can add External Training components 
that are required for completion.  

1 Click Add Item. 

 

2 Click New External Training. 
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3 Complete the External Training Information. 

4 Click Save. 

 

The External Training appears in the curriculum. 

 

NOTE To remove the External Training, click the check box next to it and 
click Remove Item. On the You have selected the following 
items to remove: warning page, click Remove and the training is 
gone. 

 

 



Managing user information in OUCampus Working with content, courses, & curricula 

 

4/19/2012  28  

Creating prerequisites 

If you want to make sure users complete a curriculum in a particular order before 
advancing, you can set prerequisites. Prerequisites are optional and can be used to ensure 
that users successfully finish the entire curriculum without skipping or partially completing 
certain courses. 

NOTE You shouldn’t set external training items as Required because OUCampus can’t 
automatically track them. 

1 Go to the curriculum you want to update. (You might click Training > Shared 
Training > curriculum name.) 

 The curriculum appears. 

2 Click the course name. 

NOTE You can’t assign a prerequisite to the first course. 

 

3 In the Course Information pane, click Edit next to Prerequisites. 
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4 Select Required from the Options list and click Save. 

NOTE You can also select Hidden or Suggested.  See the table below. 

Option Description 

Hidden  Indicates that the selected item appears on the enrollment page only after the 
user completes the prerequisite. 

Required  Indicates that the prerequisite must be completed successfully, not just 
completed, before taking the selected item. Do not assign Required status to 
external content. OUCampus cannot verify completion of external content, such 
as a website URL.  

Suggested Indicates that the prerequisite is optional. Users receive a message requesting 
that they take the prerequisite before taking the selected item. 

5 Repeat Step 4 until you’ve set all the prerequisites for the courses.  
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Adding users to a course or curriculum 

Once you create a course or curriculum, you have to add users or groups to it. Once 
they’re added, the content appears in their My Training. 

OUCampus has a self-enrollment feature for courses and curricula called the Training 
Catalog. Currently, it isn’t used because the only people who can access it are those with 
Training Catalog permissions. To have them, you must be “enrolled” in the Catalog. If 
you’re not, you don’t have access unless you’re an Administrator.  

Once users are officially enrolled in their courses or curricula, this training content appears 
in My Training. This way, users don’t have to access the Catalog. 

1 Go to Training > Shared Training.  

NOTE Courses and curricula might be in different locations. 

2 Click the course or curriculum you’re adding to. 
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3 Click Manage Enrollees. 

 

4 Under Available Users and Groups, click Search and type a user or group. 

5 Select the user or group and click Add.  

NOTE Repeat this step as many times as necessary. 

 

The user appears under Current Enrollees For [course or curriculum name]. 

 

The users will see the course or curriculum in the My Training tab the next time they 
log on to OUCampus. 
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Removing a user from a course 

These steps apply to any course or curriculum but the location of the training content is 
specific to the HR compliance courses. 

1 Click Training > Shared Training. 

 

2 Click HR Compliance. 

3 Click Drug & Alcohol. 

4 Click the OUC Drug & Alcohol Awareness Training course. 
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5 Click Manage Enrollees. 

6 Click the user to remove. 

7 Click Remove. 

NOTE If you accidently remove an employee, search for her in Available 
Users and Groups, select her name, and click Add. 

 
 

 

 



Managing user information in OUCampus Running reports 

 

4/19/2012  34  

Running reports 

You can use reports to capture user data and create comprehensive spreadsheets for 
reference and distribution. 

1 Click Reports. 

 

The reports page appears. 

2 Click the report type you want to run. 

NOTE In this example, a single course is used. 
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3 Click Shared Training. 

 

4 Click the course you want to use in the report, then click Next. 

NOTE To run a report for the HR Compliance courses, go to Shared 
Training > HR Compliance > Drug & Alcohol. As more courses 
are created, each one will have its own folder in HR Compliance. 
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5 Select a filter for the data (this is optional). 

6 Click Create Report. 

 

The report appears. The scores are included; however, they have been removed from 
this document for privacy purposes. 
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Saving a report 

Once you’ve generated a report, you can save it in OUCampus. 

1 Click Save Report. 

 

The Save Report dialog box appears. 

2 Enter a title in the Title box. 

3 Click Save. 

 

4 Click Cancel at the bottom of the report. 
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 The reports page appears. 

5 Click Saved Queries to find your report. 

 

The saved reports page appears. 

6 Click your saved report, then click Next. 

 

7 Click Continue if you don’t want to change your report. 
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The report appears. 

 

Downloading a report 

Once you’ve created a report, you can download it in Excel. 

1 Click Download Report. 

 

The File Download dialog box appears. 

2 Click Open. 
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The report appears as an Excel spreadsheet CSV file. You can save it or close it. 

 

3 Once you’re done creating reports, click Cancel or Logout in OUCampus. 
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Overriding a score 

Occasionally you might need to change a user’s score if one of the following scenarios 
occurred: 

 the user took a quiz and the score didn’t show up or there was a discrepancy with the 
score 

 the user took a written quiz instead of taking it in OUCampus, but the score needs to 
be recorded online so it corresponds with the online version 

Overriding a course score 

1 Click Training. 

 

IMPORTANT You must find the course and access its corresponding 
reports. You can’t update users’ information when you 
run reports from the Reports page. 

2 Click the course the user took. 
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3 Click Reports. 

 

4 Click By Users. 

 

5 Click override next to the user’s name. 

 

6 Type the updated score in the Score box. 

7 Click Save. 

NOTE Depending on the situation, you might have to change the 
Status. 
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 The user’s transcript record is updated. 

 

Overriding a curriculum score 

1 Click Training. 

 

IMPORTANT You must find the curriculum and access its 
corresponding reports. You can’t update user information 
when you run reports from the Reports page. 

2 Click the curriculum the user took. 

 

The red asterisk 
indicates that 
the record was 
overridden and 
the date shows 
when the 
change was 
made. 
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3 Click Reports. 

 

4 Click By Users. 

 

5 Click the User’s name. 
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6 Click override next to the name of the course you’re changing (a curriculum is made 
of two or more courses). 

 

7 Type the updated score in the Score box. 

8 Click Save. 

NOTE Depending on the situation, you might have to change the 
Status. 
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The user’s transcript record is updated. 

  

9 You can continue working or click Logout. 

The red asterisk 
indicates that the 
record was 
overridden and the 
Date Taken shows 
when the change 
was made. 
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