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LP Admin On-Boarding Process

LP Admin - The designated person who is responsible for digital kit management and distribution
of digital kit access codes on the CLNSp.

To start the onboarding process:

1. The designated LP Admin must have the following:
a. A valid Cisco ID

b. Register by logging into the CLNSp https://learningspace.cisco.com , with Cisco ID.

2. LPMS Admin must log into LPMS: www.cisco.com/go/lpms
a. Click on Manage on top left side > Manage Contacts
b. Click on Add Contacts
c. Select contact type: Cisco Learning Space Platform Admin
d. Follow the prompts to complete adding the contact to LPMS

3. Please allow 24 hours to 48 hours for systems to synchronize and the designated LP
admin will receive a separate email confirming their access to the CLNSp.
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CLNSp: Logln

To manage your order(s) log into CLNSp with your Cisco ID at https://learningspace.cisco.com/.

alan
CISCO

-

Download Application

Cx Cisco
Customer Experience

© 2020 Cisco and/or its affiliates. All rights reserved. Cisco Public.



https://learningspace.cisco.com/

CLNSp: Login Screen

The Welcome Screen will display 3 tabs: My Content, Admin, Logout

S— Click on Admin to
e b - Logout | aCCGSS the por‘ta|_
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CLNSp: Order Management

Displays all orders the Learning Partner has ordered.

Order Management  Learning Offering

Processed: > o Unprocessed:
DiSp|ayS Order Management Displays order(s)
order(s) | — that were
successfully -2 unsuccessfully
processed ST processed.
through the et e e =

portal.

TRNSK-803-D (CONA MWODDIYYYY #4888 P 5
MWD #EPT
MMWDDIYYYY 82 #8F
MMWDDIYYYY #8-#8 F
MWDDIYYYY #8:88 5T
MMDDIYYYY 3888 P51
MINDDVYYYY #8:88 P
MMWDDIYYYY #8888 5T

MMDDIVYYY #8:88 5T

H* % % H H % % K %
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Show [[EJE entries Showing 1 to 10 of 24 entries.
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CLNSp: Order Management Screen

Displays order information when placing the order.

1. Program Name: The catalog name which the courseware resides on.

2. Order Number: Reference number tied to order.

3. SKU ID (Acronym): Unique identifier for the product (LS - standalone kits; CLL - kits/labs).
4. Quantity: Number of digital kits ordered.

5. Order Date: Date when the ordered was placed.

6. Source: Where the product was ordered or how it processed.

Source Examples:
Gilmore: Through Learning Store
CLL: Through Cisco Learning Labs Scheduler

WM-DD-YYYY $8:48 POT
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CLNSp: Order Management Screen

View Order Details

] Order Management
To view all

order details,

n click
you can clic -_ _ Acronym) —_

LP DIRECT - DIGITAL KITS L5-5I5E-3.0-D (SISE) MM-DD-YYYY ##:4% PST GILMORE

on the Expand

Parent LP Site  Sits Nams (8588)
MM-DD-YYYY £2:88 PST

A” Or CO”apSe ¢ First and Last N

y  Firstand Last N ) ;  First and Last Name
Learning Labs CLL#aRE CLL-DCMDS-3.1-D (DCMDS) MM-DD-YYYY ##:85 PST

All.

Parent L Site S0 Nams (sess)

MM-DO-YYYY 8488 PET g Off

First and Last N2 7 todified By  First and Last Name {CCOID. Ematl)

Individual order details can be viewed by clicking on the + or - icon.
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CLNSp: Order Management Screen

Advanced Search Field

rder Management

Processed Unprocessed

Advanced Search

To open the rogram Name Order Number
Advanced Search )

fields, click on the

LP DIRECT - DIGITAL KITS MM-DD-YYYY 4% P ST

down arrow.

LP DIRECT - DIGITAL KITS TRINSH ) (ICND1Y MM-DD-YYYY ##:## PST

LP DIRECT - DIGITAL KITS ol FICHDZY MM-DD-YYYY ##:## PST

You can narrow your search by entering multiple

parameters.
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CLNSp: Order Management Screen

The 2 ways to Display Order Details

Order Management Learning Offering

> Order

Order Management

Unprocessed

Qepndtl

| Program Name * | Order Number = Quantity =

LP DIRECT - DIGITAL KITS 80 x) MM-DD-YYYY #5£3# P ST

LP DIRECT - DIGITAL KITS MM-DD-YYYY #%:#%# PST

LP DIRECT - DIGITAL KITS MM-DD-YYYY ##:## P5T
LP DIRECT - DIGITAL KITS MM-DD-YYYY ##:#% PST

LP DIRECT - DIGITAL KITS RA 8 c MM-DD-YYYY #5#:3% PST

LP DIRECT - DIGITAL KITS TRNSK-8073 CCNAY) MM-DD-YYYY ##:3# P 5T
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. CLNSp: Learning Offering Management Screen

Order Management Learning Offerings C
Learning Oﬁeri%
Student Kit

Order Management  Learning Offering

Search
offerings.

Sort by
header

columns. : "
gmm Showing 1to 10 of 36 entries

View all your orders or learning offerings using the “Learning

Offerings” option.

Modify
offering by
- : clicking on
—— — the pencil

MM-DD-YYYY ##:3 PST
MM-DD-YYYY 3 PST e TRN SK-802.D ] | C O n .

First Drevrooxli 2 3|4|N¢xt||..ul
e

Display more entries
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. CLNSp: Student Kit Management Screen

Order Management Learning Offerings Continuing

Learning Offering

Student Kit View all your orders or Student Kits using the “Student Kit” option.

Learning Offermg

Student Kit Management

Legends: P 4 = Ciparar
T T ] ) T O ) ] T N ™
2 First and Last Nams ‘Studsnt CCOID ‘stugsnt Eman &«

First and Last Name ) Student Emal

First and Last Name D student Emat

First and Last Name

| B 1] 2] 3] 45 | v

Displays list student kit details: Access code, Acronym, Version,

Student Name, Cisco ID, E-mail Address and Status of the codes.
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4 CLNSp: Student Kit Management Screen

Status Definitions

Legends: ® Available < Assigned [ Emailled <§ Redeemed O Revoked @ Cancelled

- Available: The access code is ready for distribution.

- Assigned: The access code has been reserved (placeholder) for the
student.

- Emailed: The access code has been emailed to student.

- Redeemed: The student has redeemed the access code and has
access to the content.

- Revoked: Redeemed access code has been deactivated. Students will
no longer have access to the content. (Action can be reversed)

- Cancelled: This code is no longer active. (Unable to reverse this action)
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4 CLNSp: Student Kit Management Screen

Distribution of digital access codes

1. Check the box of the 2. Click on “Send Email”
code you will distribute. to display the email field.

Generated Studgnt Kits

4. Click

3. Enter student’s email on Set.
Cisco address.
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4 CLNSp: Student Kit Management Screen

Assigning (Reserve) Access Codes

1. Check the box of the 2. Click on drop down in 3. Click on “Send Email”
code you are assigning. Status. Select “Assigned”. to display the email field.

4. Enter student’s emalil 5. Click on Set.
address.
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4 CLNSP: Student Kit Management Screen

Revoke Access Codes

Modify Student Kit 1. Click on the pencil icon of

the code you are revoking.

Modify Student Kit window
will display.

2. Go to Status and select
“Revoked” from the drop
down.

3. Click on Update.
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' CLNSp: Student Kit Management Screen

Cancelling Access Codes

1. Check the box of the 2. Click on drop down in .
code you are canceling. Status. Select “Cancelled” 5 CIICKON SEt
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4 CLNSp: Student Kit Management Screen

View History

1. Click on the + icon to
view access code changes.

2. Student Kit History
window will be displayed.

Shov IR entries Shoving 1o 2of 2 entries
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CX

CLNSp Resources and Support

Admin Information (For LP Admin eyes only - Please do not share these pages with

students):

Digital kit program, and policies: https://developer.cisco.com/docs/learningspace/LP/

Student/User Information:

Program information specific for the students:
https://developer.cisco.com/docs/learningspace/user/

CLNSp system requirements:
https://developer.cisco.com/docs/learningspace/user/#!system-requirements

CLNSp Support
To open a CMT support case: https://learningspace.cisco.com/help

For CLNSp onboarding or admin access issues, please send an email to Learning Store
Operations at dkit_ops@cisco.com.
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