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Facilitator and Delivery Team Guide Ly learning

This guide has been developed to support those with ‘Facilitator’ or ‘Delivery Team’
access on the Monash PDE platform to complete relevant tasks.

If you have any questions or require support, please email EnterpriseEducation@monash.edu
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COURSE ADMIN & FACULTY DELIVERY TEAM

NAVIGATION

Introduction & Context

Monash PDE Platform, powered by Guroo Learning, is a learning platform designed to transform the
way organisations deliver, manage, and track professional development courses. This guide is designed
to support Delivery Teams and Facilitators by demonstrating how to carry out key tasks within the
platform.

Platform Home Screen

1. The platform home screen provides an overview of the programs you have access to.
2. From here, you can access:

a. Course Admin

b. Reports

c. Actions Home

2 HREF;%H €} Home: Faciitation O

€ MyLoaming @ Facilitation

S8 User Admin

G} Platform Setiings

Your Programs T oo

Alumnl PD Start Anytime | #Decoded - Neurodiversity & ADHD Seal-paced

Aurnni PD Stant Anytime | ¥Decoded - Sleep Science Sedl-paced

Murmnl PD Start Anytime | Full Cirche: Persanal Mests Professional Development  Sesf-paced
Leaning into Perfectionism
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Course Admin

1. View all the programs you have access to.
2. Filter on the left to find programs not currently active.
3. Favourite programs with the star icon.
4. Click on a program to enter it.
5. If a program doesn’t appear, ensure you’ve clicked All Programs.
[E} Course Admin: Programs @ H
Programs: Current & Future
My Favourites L Search Programs m All Programs
| Current & Future
All Active
W FILTERS
Currently Running
Starting In The Next 60 Days
Tite + Delivery Mode Start Date Finish Date Enrolments
Past Programs
Draft Programs Alumni PD Start Anytime | #Decoded - Neurodiversity & ADHD Salpaced . &
ngramcopies il ]_de ed_2024w2 | Alun PL art Amytime | #C ed
Archived Programs
Cancelled Programs #IUumm P??f‘?nﬁflﬁel-ﬁ?«gﬂ-?!*p .Scien.ce . | 4T Sell-paced 2 hi'd
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Program Dashboards & Reports

1. Various reporting and dashboard functions can be found under Dashboards.
2. From here, you can access:
a. Learners’ Progress Dashboard
Learners’ Progress Report
Diagnostic Analysis Dashboard
Assessment Report
e. Dietary Requirements

o oo

3. Click on a topic to open the reporting/dashboard functions.

Program Dashboards

Learning Progress Dashboard
View the progress of learners in the program

Diagnostic Progress Report
View the progress of learners across diagnostics.

Diagnostic Analysis Dashboard
Break down the results of a specific diagnostic

Assessment Report
Break down the results and view the progress of learners for quiz or marked Assessment activities

Dietary Requirements

View and track dietary preferences and requirements across the program

o ]
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NAVIGATION

Actions

1. The actions dashboard shows all the tasks you have open across programs.
2. From here, you can:
a. Review applications
Access diagnostics
Review tasks
Monitor at risk learners
Manage invoices

® a0

(@ Appiications Programs Open For Applications
I Open Applications 3 O Search by Program Name Total Programs: 6
All Applications

Course T New Tatal App Close Date Start Date Finish Date Enralments

Diagnostics To Complete n
Monash University Aged Care On-

Tasks to Review ©» ;'z;::'::di;:wp) L - | 14 - 4 May 2025 21 Dec 2025 - View >
pharmacy_aged_care_may_2025

@ Awaiting My Comment [ s ]
Monash University MMR Training

[® Assessments to Review a» Program (MUMTP) 0 180 - 12 Jan 2025 29 Jun 2025 160,/ 250 View >
mumtp

T At Risk

D‘ s m Monash University MMR Training
Program (MUMTP) [ 1 ] % - 4 May 2025 30 Jun 2026 . View >

E Invoice Management ° pharmacy_mms_dmay2025

Met Zero Academy - Executive
Leadership Program 1] 4 - 5 Aug 2025 8 Aug 2025 - Wiew >

nza_elp_aug_2025
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PROGRAM DELIVERY & FACILITATION: HOW-TO’S

HOWTO

Edit a Program

Delivery teams can edit a program to make minor text edits and update resources.
Note: Facilitators can not edit programs, but they can upload resources.
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Edit a Program

1. From within the desired program, click Edit.
a. You can navigate to each page via the left menu.
b. You can drag sections or objects around to re-order them.
c. You can also move sections or objects from other pages with the ‘move’ function.

ﬁ Mindfulness in Business — Demo @
Fee L
@ Program Overview Program Page - Edit View
& Posts & Announcemants® You have modified the leaming journey while there are active learners their progress reporting may now be out of sync. Their progress will
be synchronised next time they login 1o the program.
@ Objectives
2 Onboarding PAGE & MEMU TITLE
W Available to leamers °
& Coaching I en
o
—
Introduction to Mindfulness i ¥ Welcome L Qo i
:'":’“f"“s for Stross and 5 Welcome Webinar: 14 Feb 2024 1:00 pm - 2:00 pm & P
Wellbeing Anniie Richards -
Managing Decisions

~ New Section =

Emational Inteligence and
Teamwark

- LEARNING ACTIITY
Mindful Leadership b
New Move Copy Content Page

Cultivating a Mindful Workplace £

Condlusion »  Resources (0) - Optienal

Add Page | Divider Add Section

@ Evaluation

“  Mew Section e

Fr— Acknowiedgemant of Couriry
Weelcome o
Arry ™
A L

*  Resources (0) - Optional

o ]
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Edit a Program

2. Pages have three levels of settings:
a. Page level
b. Section level
c. Object level
3. To edit a section within a page, click the arrow next to the section and select Edit.
4. To edit an object within either a page or a section, click the arrow next to the object and select
Edit.

‘U’{[ Mindfulness in Business — Demo @ i

Facistate Leamar “

@ Program Overview Program Page - Edit View
7} Posis & Announcements e
Waelcome Available 10 leamens '°
@ ovjectives TH EMABLE PAGE BANNER
&) Onboarding I DESERPTION
I EMABLE SECTIONS TO BE DISPLAYED INDIVIDUALLY ON SEPARATE PAGES
S Coaching

 Welcome = E
_ Waelcome to Mindfulness in Business. Mindfulness refers to being fully present and fully engaged in @ach moment in our

Introduction to Mindfulness i lives.

Mindfulness for Siress and N .
F This course aims 10 intreduce you o mindfulness and how you can apply it 1o your personal and professional life. Whether you'ng new 10

Wellbeing mindful practice o have more expefience, this course will provide a solid foundation of knowledge and practice. You'll discaver

recommendations for best practices based on recent research in psychology and neuroscience
Managing Decisions
Throughout the course, you'll have the apportunity 1o put iMo practice the concepls and skills you leam, Reflection will also play a key role

Emotional inteligance and . in your learming journey. You'll have time to reflact on what you already know, what you've recently learmed, and how you can apply it in
Teamwark o th fuilure.

Mindful Leadership

Acknowledgement of Counfry
Cultivating a Mindful Workplace ::

Conclusion We wish to acknowledge the people of the Kulin Nations, on whose land Monash University operates, We
pay our respecis to their Elders, past, present and emerging.

Add Page ! Divider

LEARNING AZTIVITY

(@ Evaluation
MNew Move Copy Content Page

¥  Resources [0) - Optienal
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HOWTO

Edit an Object

Each object has its own details that will pop up when you click ‘edit’.

Add the object title, asset, description, choose a thumbnail (icon or graphic) and mark whether the
object is required or optional.

Please note, videos should be streamed via YouTube or Vimeo.

Edit document Done

TITLE GRAPHIC

Formal and Informal Practice

@D REQUIRED

@D ALLOWED TO DOWNLOAD ORIGINAL DOCUMENT

DOCUMENT FILE - MAX SIZE: S0ME | FILE TYPES: DOC, DOCX, PPTX,
XLS, XLSX, PDF, ZIF, CSV

Week 1 - Formal and Informal Practice.pdf 4 i

DESCRIFTION (OFTIONAL)

Mindfulness can be practised in two ways: formally and
informally. In a general sense, formal practice involves meditation
and structured activities. Informal practice occurs through small
habits and thoughts in everyday life.

Click on this article to leam more about the formal and informal
practice of mindfulness.
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Upload Resources to a Program

Delivery teams & facilitators can add resources to a program. To do so, follow the steps outlined below.

1. From inside the program, click the resources tab from the left-hand menu, Resources.
2. Choose the type of resource you want to add. These include:
e Document (DOC, DOCX, PPTX, XLS, XLSX, PDF, ZIP, CSV)

e Diagram (image)

e Link (URL)

e Video (MP4, Vimeo or YouTube)

e Audio Podcast (MP3)

ﬁ} Mindfulness in Business = Demo: Resources @' :
m Leamer Edit
TN Course Home ReSOUFCESI A” Add Resource
@ course Overview O Search Tille & Descriptior Any Pogo ° B Document
EJ Diagram
El Comments Feed [ o ]
. & Link
¥} Posts & Announcements “Mind the trap™: mindful practice red cognitive rigidity (Optional)
@ hétpe:tipubmed nebi nlm. b govi226 15758/ E video

Calendar
0 Audio Podeast

I Al 89 A 2-year Stanford study shows the astonishing preductivity boost of working frem heme (Optional)
hiips www. inc. comiscoll-mautz'a-2-year-stanford-study-shows-asionishing-productivity-boo st-od-working-from-home. hitml
Document T
Diagram
Link 63

A systematic review and meta-analysis of workplace mindfulness training randomized controlled trials
Video L] {Optional)

Audio Podeast o hétps ipubmed.neti.nim.nigovi307 14811/

Dashboards
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HOWTO

Add Resources to a Program

3. Populate the resource details in the relevant fields of the popup window.
4. Select the section within the program you want the resource to be added to.
5. Click Save.

Add Document Close

TITLE

Enter document name

@D ALLOWED TO DOWNLOAD ORIGINAL DOCUMENT

DOCUMENT FILE - MAX SIZE: 50MB | FILE TYPES: DOC, DOCX, PPTX, XLS, XLSX, PDF, ZIRP, CSV
Upload Document
DESCRIPTION (OPTIONAL)

Enter description

WHAT SECTION OR SESSION DO ¥OU WISH TO APPEND TO

Webinar & Q&A Session (..} Q&A Session
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HOWTO

Enrol Learners into a Program

Delivery teams can enrol learners to a program either individually or via bulk uploading. To do so, follow
the steps outlined below.

1. From Course Admin, click the three dots next to the relevant program and select Class List.

EE °ooems: Current & Future g3 Program
Saarch Programs

My Favourites 0

All Programs

| Current & Future

Al Active

Y. FILTERS
Currenthy Running
Starting in The Next 60 Days
Title Delivery Made Siari Date Finish Date Enrclmanis
Past Programs
Draft Programs Applying Bohavicural Science to Croate Chango Solf-paced of20 o i

Archived Programs | Dashboards
Gefting Roady in Numeracy Blended 11 Feb 2028 15 May 2025

Canceled Programs Class List

[Re— T mlabne

2. To add individual learner’s one at a time, click Enrol Learners and enter the users details, if they
have an existing profile it will appear, if they are a new learner they can be added to the platform.

Mindfulness in Business — Demo: 1 n :

Enrol Learmers

a .L"._} ......................... O
Select a Plan User Dwtails Confimation
Entid the user's narmes B dmail. I they Rins 8n existing Sooownil, their details will sppear below. Il NOL you GBN creale & Hiw SECounl

and iy will recaive an imilabion 1o complabe their regisiration
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HOWTO

Enrol Learners into a Program

3. To bulk enrol learners, through the Class List, click the three dots next to Enrol Learners, and
select Bulk Enrol, download the CSV template and complete it.
a. Note: Ensure there are no spaces before or after fields, and avoid special characters, as
these can cause the system to reject the upload.
4. Once populated, drag & drop or upload the CSV file into the class list upload section. Choose
whether to send welcome emails, then Click Enrol.
5. After the upload, a report will be generated, allowing you to review any rejections or issues.

f,-—;} Mindfulness in Business = Demo: Class List .@ :

B Course Home Enrolled Learners

rse Overview
@ course Overvie v Leamner Progess

=]

[ Comments Feed [0 ] Huta Envol Sefings
7 Posts & Announcements® .\_J. o g
Calendar 6 > 6 » 0 » 0 0
Nt Started Progres: Pendirg Assessmenl it SBuccesshul Did Mot Complete
E Resources
E Dashboards
—

To bulk import users to this program please download the attached csv template and add your data to the template to
import
You can also download the reference data for select fields.

« Download csv template
« Download metadata

# Drag and drop files here or click fo select files.

@D SEND WELCOME EMAILS
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HOWTO

Check a Class List & Learner’s Transcript

Delivery teams and facilitators can access class lists and working groups within their programs,

allowing them to view enrolled participants and review learners’ transcripts. To do so, follow the steps
outlined below.

1. From the program, click Class List.

2. From the Class List you have the following options:
e View the Learners, Facilitators and Program Managers/Coordinators enrolled in the program.
e View and manage the Work Groups set up in the program (if this is a requirement for the

program).
e You can also choose to release content that is locked from this menu (Manage Content
Availability)
] Mindfulness in Business - Dema: Class List o
T e
1 Course Home Enrolled Learners
@ Course Overview v Lanmas Progross 33 Ervoled Loamors: 12
B3 Communts Fesd [ - ]
T Posts & Announcoments® Q L] o
B Calendar ﬁ > 6 > ﬂ > 0 0
Bt Slantied In Progrws Pndng Asrvement Suxcemiafy [wal Mot gl
B0 Rescurces
BD Dashboards
MAMAGE COMORTS S
Lee 7 S o
I Enctlled Learmiers 12

Faciitalors & Coordinalors Reeuly: 12

Coach Laamer T Progress Status Last Login

Leamar Obsorvers Ana L Rusulsi Mt Started

Cancelied Enniments e ana. rusulet+learermonash edu

Al Fmﬁ‘fﬂ."“ Usars mw

Dy Mayer In Progress
{1 Manage Corter Availabdity e e
Do Lk
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Check a Class List & Learner’s Transcript

3. Toview a learner’s transcripts for the program, click on the learner’s name. You can view their
Program Transcript as well as their Learning Transcript.

e Program Transcript shows learners’ overall progress and lets Facilitators send customised
nudges (emails) for specific sections. To send a nudge, click the arrow next to a section and
choose the desired message.

e Learning Transcript provides a detailed report, allowing Facilitators to view a learner’s
progress by selecting the PAGE, CHILD SECTION, and LEARNING. Each section shows as
Not Started, In Progress, or Complete.

Mindfulness in Business - Demo Loarmer - Bovolied
13 Fob 2024 500 AM - 30 Mar 2034 5:00 PM | mindfuiness_in_busiress_demo 3%
Program Transcript  Learning Transcript § Enrciment  Badge Direciory Seifings

Gemma -
Learner Vit
Al Learmings
LD " .
Garoo
v © 13400 e
Do Mark Ciomplate
Monazh Acadenmy Welcome
Diuick Mudge
Welcome Webinar Customized Nudge
Profile
Intreduction te Mindfulness I ]
Intreduction to Mindfulness (Lo

i What is Mindfulness

@ = Formal and Informal Practics

The Big Four Cognitive Practices ]
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HOWTO

Check a Class List & Learner’s Transcript

4. To view a learner’s profile, click their name in the Class List and click Profile.

Profile

Details  Public Profile  Programs  Badges

Gemma Learner

EMAIL ADDRESS

Gemma
Learmer gemmashipley+learner@guroolearning.com
agent
AGENT CLASSIFICATION
ruterrs ICH 16860

Class 3

ROLE

Agent




MONASH QGUIOO

UniverSity - learning

Monash PDE Platform

Facilitator and Delivery Team Guide

HOWTO

View a Program’s Progress Dashboard

Each program has a dashboard functionality to allow Facilitators to view learner data using interpretable
reports. To view the dashboards, simply follow the steps outlined below:

1. Open the desired program and click Dashboards in the left-hand menu.

ﬁ[ Mindfulness in Business — Demo: Dashboards @' :

0 Course Home Program Dashboards

© Course Overview

Learning Progress Dashboard .

= Worer he progress of leamen in the program

Q Comments Feed -

T Posiz & Announcements™ Digital Experience Analytics Report .
Doolidind Aalyiors AP vy rSar Prongreds. MACONEPEng mUeshen PeLporses, 4 meliic Siu ol

Calendar
Diagnostic Progress Report .

tl R Viww the progress of lsamen acmas dagnostics.

BSOUICES

Diagnestic Analysis Dashbeard '
Bruak down e results of 8 specific dagrostc

MANAGE COMORTS Assoessment Report .
Beeak down e results and view the progress of learners lor Quiz of marked Assessmant acinibes

[E) cClass List

Dietary Requirements
Worar 70 ek, dreliry [releserces and fg terments BAas s pogram

21 Manage Content Availability
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View a Program’s Progress Dashboard

2. Learning Progress Dashboard
Use this dashboard to track learner progress across program sections. Colored numbers show
status: Not Started (grey), In Progress (orange), and Complete (green).

To see the full cohort breakdown, click a progress tile at the top and sort by "All" or by progress
stage. For section-specific data, click a section (e.g., Welcome & Introduction), then click a
progress tile to view details. Use "Export to CSV" to download reports.

f} Mindfuiness in Business - Demo: Dashboards 3' H
Program Dashboards m
Learning Progress Dashboard
7 s EEEE e
% 12 Learners

] o

6 > ] > 0 > 0 ]

et St e Penidieg o Ko

uuuuuuu

> Walcome L. I a0
Weicome L a L]
S 10 : e
< Intreducticn to Misdhalneis 8 4 @D
& for Stress o 8 4 @0
< Managing Decibans " 1 ®0

— B Mt Geartad 8 In Progresd 0 Panding Asdiimant ﬂ 0 Saastiabl £ 0 Didd hct Corplots

" D ] ==

First Mame T Last Ko Email Addeess Seatus Start Date Campletion Date
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HOWTO

Assess a Task

Some tasks are assessed and require a Facilitator to set outcomes such as Pass, Resubmit and/or Fail.
To assess a task, please see the steps below:

1. Click Actions Home in the left hand menu and select Tasks to Review. You can view your tasks
by:
a. Ready for Review
b. Awaiting Resubmission
c. Completed
Under the Ready for Review tab, all tasks requiring review and/or assessing are shown.
2. Click View on a desired learner to open their task.

P9 MONASH

& Uﬂl\'F!fSlf‘," _E| Actions Home: Tasks to Review @'

’._i Home

Tasks to Review

@ Applications

[ catalogue

() My Achievements

-
[ Disgnostics To Complete (I
»

Roady for Review (31) | Awaiting Resubmis

Cowrse Titls (] Thsk Tithe (-]

. (B Awaiting My Comment
R ® Awaitng My @
= 3 Assessments to Review P
[} Course Adin W @
o [ Al Risk
58, User Adwin o =
Leamner Course Task Submission Date T Attemgt
{5} Platform Setings E} mvoice Management [ s ]
#) Monash University MMR Training  Subemil Yeuw Clnizal
e Hanina AbBas Progeam (MUMTF) GREmance AssessTert A7 Mar 2025 iRl “
B
fmuml y 202 Form

Monash University MUR Traning
ot Hhan Program (MUMTE)
=

Susbrmit Your MMR Report for
e Patient Inberviewed

28 Apr 2025 o
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Assess a Task

3. After reviewing the learner’s submission, populate the Select Outcome & Provide Feedback
section and select the outcome for the learner. Add in any feedback if required under the
PROVIDE FEEDBACK section.

Please note, you can upload a file (eg. a marking rubric) to the feedback section by clicking Upload File.

Select Outcome & Provide Feedback (This is attempt 1 of 3 formally allowed.)

QUTCOMES: SELECTED QUTCOME:

Successful
No Outcome has been selected yet.

Not Yet Successful / Unsuccessiul

PROVIDE FEEDBACK

® %

@
[
=
I
1
1h
i
I

Upload Files

Alowed file types: PDF, Word, PowerPoint, Images, Excel, mpd, mov, mp3, mda | Maximum file size: 250MB

Save Draft & Exit
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HOWTO

Assess a Task

4. Once the above steps have been completed, click Submit Feedback to submit your review.
Please note, you can Save Draft & Exit to save your review as a draft.

‘ Save Draft & Exit Submit Feedback ’

5. To view additional tasks to review/assess, click the Previous Response and Next Response

buttons.

< All Tasks to Review

Tasks to Review (12)

ous Response | Next Response >

= Design a Transport Itinerary

€@ "2sKDESCRIPTION

=

=
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HOWTO

Review or Comment on a Task

Not all tasks are assessed and only require the Facilitators to review and/or comment on them. To do
this, simply follow the steps below:

1. Click Actions Home in the left-hand menu and select Awaiting My Comment. You can choose to
select either:
a. Comments By Task
b. Learning Awaiting a Comment

MOMNASH
University

2

[5) Actions Home: Awaiting My Comment @: i

il Home

@ Appications & Tasks Awaiting My Comment

. B Diagnosties To Complete (D This inbox shows any Easks that are awaling your comment. )
(=] Catalogue

" #| Tasks to Review
(&) My Achigvements @ N o I Comments By Task  Leamers Awaiting
(2 Reports -

8 Py

R B AssossmontstoRevien (@D °
G Course Admin
%) " L A Risk D Totsl T Awaiting

5 marsamn i ek Submissions  Comments
I Platiorm Settings B Invoice Management -

DL LE .
Discussion: Bamers io Change

2. Click on the task submission you wish to review/comment on. You can then respond in the text
box. Click Submit to post your comment

Methods:

« Basic flyers and social media posts.

Sustainable Travel Awareness Campaign.pdf (15913kb)

Class Discussion on this Response

Total Comments: 0 Earliest Submitted @@

@ (erv=z=z==01z |

Greal response!

canCEI
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HOWTO

Review or Comment on a Task

3. To view additional tasks to leave a comment on, click the Previous Response and Next

Response buttons.

< All Tasks Awaiting Comment

Tasks Awamng Comment (3) < Previous Response | Next Response >

Designing a Sustainable Travel Awareness Campaign
% o TASK DESCRIPTION
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Review or Comment on an Unmarked Task

From the desired program click the Feeds tab in the left hand program menu.
Here you can see all tasks which have received responses or submissions. Click into submissions and
leave public or private comments (if private commenting is turned on).

ﬁ Mindfulness in Business — Deme: Feads .ﬁ :

T e e

E‘I Couwse Home TEISk FEEd I U]
(D Cowsa Cvarview () Search by Name, Task Tia or othar keyword Display Qvder: | Learning Order e

Introduction o Mindfulness | Refection Total Responses: 1

R Reflection Task - Initial Thoughts
Comimants Fabd ] R
(,‘:]' Posts & .ur.ﬂn.mwmﬂn'.s.
Gemma Leamer - 1 yoar 2 months 1 day 55 minutes ago
Cakpndar Refection Task - Initial Thouwghts

1l bost
B3 Rescurces

B Dashboards

nircchecion bo llnciiraus | Flelecion

Reflection Task - Initial Thoughts
0 :

Completed Clags Responses (1)

Gemna Leanmer

St T M 2034 1221 oo

@] Clazs Discussion on this Resporse

ﬂ Covmmianl
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Make a Post & Announcement

Facilitators can make posts & announcements in their program. These posts can be sent to learners via
email, or they can be posted and pinned in the Posts & Announcement section of a program. To do so,
simply follow the steps outlined below:

1. From the desired program, click Posts & Announcements.

il Mindfulness in Business — Deme: Posts & Announcements @ :
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2. Click Add to create a post and populate the following fields:
e Notice Title (subject of the post).
Notice (body of the post).

Choose to send it as an email notification to the learners.
Select to allow discussions on the post.
Select to pin it to the program homepage if required.
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Add any files, links to resources within the program and add resources (if required).
Choose if you would like to post now, or schedule it to post later
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3. Click Save & Post. (If the post is scheduled, this button will appear as Schedule)
You can save the post as a draft by selecting Save Draft & Exit.

Save Draft & Exit Save & Post

ADDITIONAL SUPPORT

Should you require additional support, please feel free to explore the Guroo Learning Knowledge Base.
Additionally, please feel free to contact EnterpriseEducation@monash.edu, and a member of our team
will be happy to assist you with your enquiry.
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