System
overview

Totara Learn enables you to deliver training that is aligned with your learners’ roles, training needs
and objectives. You get a functionally rich learning solution that can be implemented quickly and at
a fraction of the investment required for equivalent proprietary solutions.

Learning Content
Deliver engaging, mobile-optimised learning and support
blended learning by scheduling live classroom or online
training events. Encourage collaboration and usergenerated content with wikis, forums and blogs.

Learning Management
Assign and track your essential compliance training,
tailored for each job role. Build personalised learning
pathways and set learning objectives, priorities and
deadlines. Link skills and competencies to job profiles and
monitor proficiency levels.

Configuration
Customise your user experience with our tailored,
mobile-ready branding of your LMS. Seamlessly
integrate your HR data to truly reflect your organisation
and improve the sign-on experience with Single
Sign-On (SSO). Reach a global audience with over 30
customisable languages.

Powerful Reporting
Gain insights into your users learning and performance
with a powerful report builder. Track progress and
run analytics to display graphically on customisable
reporting dashboards. Schedule key reports to be
delivered automatically by e-mail.

Key Features
Easy course building

Compliance tracking

Classroom and virtual event booking

Automated allocation

Skills and competencies

Advanced reporting

Create engaging courses with tools for collaboration, assessment,
communication and interactive learning content.

Powerful scheduling tool for classroom and virtual training
events. Built-in virtual classroom for live online training.

Build skills and competency frameworks, link to
course completion and review in appraisals.

Team management

Empower managers to play an active role in
their team’s learning and development.

Multi-tenancy

Create separate, individually branded set of users for
extended enterprise or company departments.
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Monitor compliance across your organisation
with automated, renewable training.

Save time on admin tasks with automated,
rule-based allocation of learning.

Gain detailed insights with custom-built reports.
Display impactful charts on custom dashboards and
automate reports with e-mail scheduling.

Customised branding

Customise the look-and-feel to match your unique branding.

Mobile learning

Fully responsive for use on any device with offline
learning capabilities via a dedicated mobile app.

Hierarchies
Hierarchies in Totara Learn enable you to set up
any number of frameworks that best represent
the structure of your organisation. This enables
you to create the specific structures and
relationships of job positions and different
sections of your organisation. Learning can then
be mapped to individual job roles, management
levels, departments, teams and groups.
Hierarchies are highly configurable to
provide the structures which facilitate
position and organisation-specific learning
plans, competency evaluation, filtered
reporting and management.

Key Benefits
Automate learning assignment based on HR data
Deliver custom reports, pre-filtered to show
relevant data from the user’s position,
department, or management level

Adapt the system to employee career
paths with synchronised hierarchies
Map competencies with job roles and
departments for tailored learning plans

Build competency structures for your
organisation

Keep hierarchies in sync with your
organisation

With support for multiple competency
frameworks within Totara Learn, you can build
compliance and competency structures across
all sections and job positions within your
organisation.

Totara Learn’s dedicated HR import functionality
enables you to automate the import and update all your
users, competencies and positional and organisational
hierarchies directly from your HR system and keep up
to date with changes across your organisation.

The achievement of competencies can be linked
to the completion of one or many courses within
Totara Learn or assessed externally and captured
within a learner’s plan.

Generate targeted reports for management

Organisation-specific scales may be created for
assessing levels of competency across learners
and priorities set for each competency within a
learning plan.
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Both in-built and custom reports can be configured
to filter results based on positions, sections of the
organisation or audiences, so that a single report can
service a range of stakeholder groups and provide a
snapshot of training compliance and completion across
the business.

Learning Plans
Employees are most likely the biggest cost and
management challenge in your organisation,
and it’s critically important to align employee
development with organisational strategies.
Learning Plans within Totara Learn enable
your employees to develop the specific
competencies needed to improve performance
in their present position or to prepare for new
responsibilities. With quick and targeted access
to relevant learning, employees can see their
progress at a glance.

Key Benefits
Empower employees to manage their
own learning and development
Enable complete flexibility with custom workflows

Support different learning workflows for
different learner groups

Encourage employee and manager collaboration
Prove achievement with uploaded
evidence of other learning

Create personalised learning experiences

Depending on a learner’s role, department or where
they sit within the management hierarchy, they can
be assigned an appropriate learning plan template.

Users or managers can create Learning Plans for
different areas of development and personalise
each plan by setting individual due dates, priorities
and objectives.

Template-based learning plans enables you to
set custom permissions around the creation and
update of plans specific to the needs of different
groups of learners.

Plans can be continuously updated with new
competencies* and courses as needed by the
learner or their manager, depending on the Plan
template.

Competencies and their associated courses can be
automatically pulled into plans based on a learner’s
job position or department.

Learners can use their development plan to view
due dates, quickly access learning activities and
upload evidence of external learning.

Monitoring progress with learning records
All learners have a personalised learning record where they can view their active and completed learning and development.
Managers can monitor the ongoing progress of their staff’s professional and personal development.
A learning record also stores all submitted evidence of external or previous learning and feeds into reporting against
completion, compliance and training across the whole organisation.

*Requires Totara Perform
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Team Management
Managers are provided with a customised
team dashboard, displaying up-to-date
information about staff activity and one-click
access to team members’ learning plans, user
profiles and course bookings.
Team dashboards provide high-level, at a
glance data on courses started, in-progress
and completed by each team member
alongside search and filtering functionality.

Key Benefits
Keep managers up-to-date with
customisable team dashboards

Reduce the pressure on L&D by giving managers control
over their employee’s learning and development

Deliver actionable tasks and alerts to
managers with automated notifications

View team progress and activity from a
dedicated dashboard
Flexible, cutomisable Manager dashboards enable
managers to quickly review graphical data about their
team’s performance with one-click access to detail
reports and filtering.

Help drive team members’ development and
professional growth
Managers have full access to their team’s learning
plans, record of learning and course booking records
and can create, update, delete and approve plans.

Page 5 | hubkengroup.com

Personalised task and update notifications
Tasks advise managers of any actions they need to
undertake, such as changes to a learning plan or
approving or rejecting requests for attendance at
offline learning events.
Alerts notify the manager of any updates and
important information relating to their team’s learning
activity, such as new objectives added to a learning
plan or an overdue recertification.

Content
Management
Totara Learn has a wide range of content creation and management
features, enabling you to populate online, offline and blended
courses with a variety of customised learning content and activities.
Externally authored e-learning content can be uploaded directly as
SCORM, IMS or AICC packages with progress, scores and completion
tracked and reported upon within Totara Learn.
The content marketplace offers the opportunity for you to extend
your learning catalogue, or supplement existing courses, programs
and certifications with ready-to-go eLearning content.

Key Benefits
Streamline your course creation with drag-and-drop
and an intuitive editing tool

Prove learning transfer with interactive quizzes, question
banks and automated feedback

Extend your offering with ready-made content from the
content marketplace

Automate the learning journey with completion tracking
and access restrictions

Create engaging content and interactive activities
Course managers can quickly create courses to host a
range of learning resources and activities.
Totara Learn offers drag-and-drop functionality to upload
file resources such as documents, images, audio and video,
and supports user-generated content including blogs, wikis
and forum discussions.
Web pages, links and course instructions can be quickly and
easily added using the fully featured editing tool.
Trainers can create adapting and branching lesson
activities and build searchable glossaries and databases,
and quizzes, polls and assignments can be added to a
course for assessment of existing knowledge or evaluation
of new skills.
With a Totara Learn solution from Hubken Group,
you’ll get access to a wide range of rich and interactive
HTML5 content tools such as interactive video,
presentations, games, image hotspots, branching
video and 360 virtual tours.
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Content Management

Track and report on learner progress
With the ability to set custom completion criteria for
activities and entire courses, Totara Learn enables you
to automate the learning journey for all participants.
Course managers can set activity completion criteria for
all learning items including self-completion by the learner
and automatic completion with custom built rules.
Course completion can be based on completion of
specific activities or prerequisite courses, achievement
of a certain grade, manual completion by assessors
and time-based criteria - or custom combinations of
these options.
Course managers and administrators can
generate course activity and participation
reports to review learner progress and
proactively manage learner engagement.

Design custom learning journeys
Course managers can use the restrict access
functionality to build customised and personalised
learning journeys.
Learning items within a course can be set as
unavailable to learners until certain conditions have
been met, such as the completion of other course
activities, achievement of a certain grade, or based
on the learner’s group, profile information, position,
organisation or audience membership.
Complex restriction sets can be built to create adaptive
courses and support learners working at a variety of
levels and abilities or belonging to different audiences.
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Instructor-led
Training (ILT)
Many businesses offer fully blended learning
programmes using a mix of learning interventions.
Totara Learn enables you to manage a range
of face-to-face and virtual learning events from
internal classroom sessions to external workshops
or small conferences.
Using Totara Learn, you can quickly and efficiently
schedule events and see at a glance all upcoming
training sessions with the dedicated dashboards.

Key Benefits
Reduce time spent managing event bookings with an
efficient and powerful scheduling tool

Automate your processes with customisable
reminders, alerts and calendar attachments

Improve efficiencies with self-service or approval-based
course booking

Simplify attendance tracking with an intuitive tracker
and customisable sign-in registers

Consolidate your tasks with resource and room
management tools

Enable self-service or workflow-based course and
virtual classroom bookings
With user-friendly, self-service booking systems, learners can
find and choose the course and session right for them and
manage their booking directly. Once booked, event details can
be a saved to a learner’s (and their manager’s) calendar using
the iCal standard for Outlook, Google and a range of other
calendar systems.
Learners can declare interest in attending a session where there
are no current sessions available or a known date for the event,
enabling learning and development teams to accurately assess
the demand for proposed training events.
Totara Learn also offers a range of workflows for a manager
and administrator-driven session booking including email-based
request and two-stage approval, re-booking based on previous
attendance status, manual booking and pre-booked reservations
for team members.
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Instructor-led Training (ILT)

Schedule the right resources at the right time
The inbuilt room management functionality equips
administrators with the ability to create predefined
rooms or venues with address, capacity and equipment
information as well as preventing double booking of
training spaces.
Resources such as laptops or projectors can also be
created within Totara Learn and linked to training
events, alongside trainers and services with scheduling
conflicts identified swiftly and efficiently.

Manage learning events and keep everyone in
the loop
Trainers and administrators can mark attendance
at training events individually, in bulk or via a
customisable signup sheet. With both small and large
events easily managed within Totara Learn, attendance
can be tracked and counted towards the professional
development of your learners.
Sessions which are fully booked can employ a
waitlisting system, so any cancelled bookings can be
offered to the next learner in line or by random lottery.
Automated, customisable, personalised and multilanguage notifications alert learners and managers
alike of booking confirmations, updates and reminders
of upcoming events.
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Assessment and
Achievement
Assessing the progress and understanding
of your learners is critical in ensuring your
training material and events are not only
informative but effective.
Totara Learn has a range of assessment
options from a powerful inbuilt quiz engine
to more formal assignment submissions.
You can also load assessments developed
with popular third-party authoring tools and
send scores and completion information to
a central course gradebook.

Key Benefits
Boost learner engagement with a range of question types
Increase efficiencies with sharable question banks
Automate the assessment and evaluation
process with response-tailored feedback

Manage formal assignments with custom
marking workflows
For submission-based assessments, online and
offline assignments can be managed and graded
through Totara Learn.
With customisable submission requirements
including word or file limits, deadlines and number
of attempts alongside workflows and guidelines
around marking and final grades, the assignment
tool provides course managers with an automated
and distributed grading system.
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Assess learner tasks in greater depth with
a customisable assignment tool
Recognise achievement with digital badges
and customisable certificates

Assessment and Achievement

Build course quizzes
Totara Learn features a sophisticated quiz builder
where course managers can create predefined or
randomly generated quizzes pulled from question
banks, with automated grading.
The quiz tool offers a range of question types including
multiple-choice, free-text answer, true/false and dragand-drop as well as different question behaviours such
as deferred or instant feedback and certainty-based
marking.
Quizzes also feature a variety of automated workflows
including customisable feedback based on responses,
time and attempt limits and pass/fail tracking.
Alongside the quiz builder, detailed reporting offers
course and training managers an insight into learner
scores and answers, allowing trend analysis across
individuals, groups or entire quizzes.

Issue branded certificates and Open Badges
With Open Badges integration, Totara Learn enables
you to issue and display your own custom digital
credentials. Whether you want to reward a user for
completing an activity, a course or a program, the
automated issuing system makes it simple to engage
and motivate your learners with visible, shareable
badges.
The certificate generator allows you to upload your
organisation’s own logos, authorising signatures and
watermarks to create on-brand certificates. Learners
can download or print their fully personalised
certificates and share with peers and managers alike.
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Reporting
Reporting is a key feature of Totara Learn
with a powerful, flexible, custom report
builder. Totara Learn ensures you have a
complete picture of usage, progress and
achievement across your organisation.
Totara Learn includes the ability to
customise dashboards to give selected
users quick access to key information.

Key Benefits
Ensure you have the complete picture with timely and
targeted reports

Reduce administration with pre-filtered reports to
show relevant data

Drive visual impact with powerful graphical reporting
options

Spot trends and take swift action with high-level
reporting dashboards

Create and share custom-made reports
Using the report builder tool, administrators can quickly and
easily build custom reports from scratch or modify a set of
pre-built reports to their specific reporting requirements.
With a range of graphical reporting options including column,
pie, area, scatter, line and horizontal bar displays, reports can
be made accessible and appealing to a range of audiences.
Data displayed within a report can be automatically filtered
by the viewer’s position and/or organisation, by reporting
lines or by audience membership, so a single report can
show just the relevant information for each individual.
The report builder also provides customised search filters to
let users drill down into data and enables viewers to export
reports to a variety of formats including .csv, .xls and .pdf.
Access to reports can be assigned to specific user roles within
the system and reports automatically sent to nominated
individuals or groups on a predefined schedule, ensuring the
right people see the right information, at the right time.
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Reporting

Get quick access to your reports
Users within the system who have been granted access
to any custom reports will see a dedicated reports area
in the main navigation menu. This provides streamlined
access to all reports from a central location.
Users can save their own search queries within reports
for quick, easy access to the relevant information every
time and schedule their reports to be sent to them via
email at specified times.

Report on course and learner activity
Totara Learn features a range of in-course reports
to help trainers proactively track learner activity
and progress.
Course and activity completion reports show which
learners have completed the various activities and
resources within the course, as well as the course
itself, allowing course managers and facilitators to
identify and support learners where needed.
Activity and course participation reports reveal
how learners are interacting with the course
material and provides valuable information
around user navigation and activity trends.
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Audience
Management
Effective learner management and administration can
be a significant time and resource investment for an
organisation committed to staff development.
Audience management in Totara Learn enables you to
balance quick and efficient administration of learners
with personalisation of an individual’s learning and
development requirements.
Audiences empower administrators to create groups
of users via individual selection or by dynamic creation
and update, based on users matching certain criteria
such as profile information, job role, organisation,
previously completed learning or last access date.

Key Benefits
Reduce administration tasks with audience-controlled
learning assignment

Improve efficiencies with rule-based allocation of audience
membership

Personalise the learning experience with audience-based
visibility of learning

Adapt the user experience with custom dashboards for
each audience

Enrol users into relevant
courses and programs
An individual’s training needs are dependent on
not only a learner’s current job assignment and
organisation, but also their past experience, current
knowledge and future aspirations.
Audience management ensures learners are
automatically enrolled into the courses, programs and
certifications that match their current learning and
development requirements.
Mandatory training can be automatically assigned to
the relevant individuals as they join the organisation or
change role.

Create a custom portal for each audience
Dashboards and core navigation items can
be targeted to specific audiences to provide a
personalised and professional development
environment for each learner.
The audiences functionality enables you to
permit access to learning items to certain groups
of users or highlight certain courses, programs
and certifications to others. This means that, for
example, courses designed only for internal staff
or external customers can be available to members
of the relevant audience only, providing a custom
learning catalogue for every user.

Assign access to specific development tools
Using audiences, you can assign user groups specific learning plan templates or company goals, as well as customising
a learner’s development workflows and objectives based on their job assignment and area of the organisation.
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Compliance
Management
Many organisations operate in highly
regulated or safety-critical environments
where compliance is a legal and regulatory
requirement. The ability to determine
compliance criteria and maintain a clear and
accurate audit trail is a critical requirement.
Totara Learn offers a range of tools to assign
the correct learning programs to the right
people, automate recertification reminders
and generate comprehensive reports on
completions and non-compliance.

Key Benefits
Deliver role-specific, custom learning pathways with multicourse programs

Reduce administration with customisable, automated
notifications

Increase compliance rates with automated, renewable
certifications

Keep informed with red-amber-green compliance status
reports

Generate compliance and completion reports
Totara Learn offers in-depth reporting on which
staff have passed and completed assessments and
compliance training. Learning and development
teams can generate reports on individuals that
haven’t yet completed their compliance and
mandatory learning and engage with their managers
to ensure their training is prioritised.
With the ability to schedule daily, weekly, monthly
or yearly reports on compulsory and compliance
training completions and gaps, compliance managers
can have relevant and up-to-date reports sent
straight to their inbox.
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Compliance Management

Build multi-course programs and certifications
Totara Learn programs provide a mechanism to enrol
learners into both mandatory and optional learning
such as onboarding, health and safety courses and
management training.
You can create single or multi-course custom learning
pathways from an online, offline and blended course
catalogue with a range of options around completion
order, mandatory versus optional courses and
prerequisites.
With the ability to personalise, preconfigure and
automate messages for both learners and managers
you can proactively manage completion reminders and
notifications.
Totara Learn certifications allows the creation of
customised certification paths and differentiated
recertification pathways to ensure ongoing compliance.
Automatic tracking of certification expirations alert
learners and managers to upcoming training needs and
ensure budgets and development time are efficiently
allocated.
Administrators can assign programs and certifications
automatically by job assignment, position,
organisation, audience, management hierarchy or to
specific individuals.

Review your record of learning
All learners have a personalised list of all past and
future offline learning events and all completed
and active online courses, competencies*,
programs and learning objectives.
This provides learners with a central repository
of information about their development progress
as well as their upcoming mandatory and
compliance-based training requirements.
Managers can access a staff member’s learning
record for a quick overview of their learning
progress to further support them in their ongoing
development.

*Requires Totara Perform

Page 16 | hubkengroup.com

Multitenancy
Enable multitenancy in Totara Learn to open up even
more possibilities to offer a differentiated learning
experience to different parts of your organisation,
extended enterprise partners or customers.
Extending training and development beyond internal
staff, to include partners and customers can improve
customer service and engagement by increasing
the awareness and knowledge of your products and
services.
Using Totara’s multitenancy functionality to manage
your learners, you can accommodate any number
of organisations, tenants or learner types across
your Totara Learn site. Audiences enable extended
enterprise platform administrators to automate
learner membership to groups via any number
of predefined rules, including positional and
organisational hierarchies.
A multitenanted site can be configured as a shared
or separate learning environment for your groups,
and provides individual tenants with a custom look
and feel as well as autonomy over their learners
and training content with advanced user and course
administration permissions.

Key Benefits
Separated learning environments for departments,
partners or customers

Delegated tenant permissions for course and user
management

Full tenant branding capabilities

Tenant specific course, certifications and programs
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Mobile Learning
In today’s demanding and fast-paced world, individuals are
often hard pressed to regularly schedule dedicated learning
time. Instead, many individuals engage in ‘just-in-time’ or ‘I
have the time’ learning activities. The native Totara Mobile
app provides your learners quick and simple access to a
personalised learning portal, so they can connect with their
learning and development whenever, wherever they like.
Totara Learn offers a fully responsive default design
providing users access to their learning via PC, laptop, tablet
or mobile. When viewed across different devices, Totara
Learn adapts the page layout and navigation options to
provide a tailored user experience across each technology.
The Totara Mobile app takes this one step further with
a dedicated interface for mobile devices. Learners can
quickly and securely access their courses, programs and
certifications, complete activities and track their progress.
To ensure only learning content and activities that suit the
needs of your mobile learners are delivered through the app,
courses created on your Totara Learn site may be marked as
being mobile compatible.

Access on the go learning
Whether you have learners based on the shop floor or on busy
hospital wards, staff working in low or no-connectivity locations or
team members traveling between work appointments, the Totara
Mobile app offers access to learning on or offline.
The app includes a custom-built offline player for SCORM activities,
allowing learners to download e-learning while they’re connected,
complete while they’re offline and easily submit their responses
and results once they’re online again.
Users can also opt to receive personalised notifications directly
to their mobile devices to learning momentum, to re-engage
learners and to alert managers of actions and tasks requiring their
attention.
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Ready to start
your project?
Contact our team today to kick-start
your project, or if you’re not quite
sure where to start and need some
advice, we can help with that too!

0330 660 1111

hubkengroup.com

0330 660 1111
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