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Job Aid: Registration Management Course: Scheduling Management

Lab 5: Setting Registration Parameters
Lab 6: Registering Learners for a Scheduled Offering

Lab 7: Reserving Slots for a Scheduled Offering

Description

The purpose of this job aid is to guide Administrators through the step-by-step process of configuring
registration parameters and registering Learners.

Tasks

Set Self-Registration Parameters

Set Registration Approval Process

Register Learners in an Offering

Register Learners in an Offering - from request list
Add Slots to an Offering

Reserve Slots in an Offering

Change Registration Status of Learner
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Task A. Set Self-Registration Parameters

@ | Navigate to Learning > | I Gy SATERN
Scheduled Offerings. Leamer iy Empopees

e D a H [ -
9 Enter criteria to search Home Leamers Performancs Learning Content Commerce System Admin
for a Scheduled Offering. Search: [ Enter Keywords or Command Go»
e Cl'iCk SearCh . Scheduled Offerings Search | Aadisew
Items

Scheduled Offerings

Enter a value for each fiekd that you want to use to fiter your search. Some fiekds allow you to select from a st of values. You can aiso add
Classes or remove search criteria to further refine your search.

Group Instances Case sensitive search:

Yes @ No
Catalogs Search All Locales: Yes @ No

Offering Type:

Gliienls Item offering type © Scheduled Offering type @ Both
Scheduled Offering ID: Starts With v
Requirements
Item/Activity ID: Starts With ol
Questionnaire Surveys
Description: Starts With hd
Communities
Start Date After:
9/2012
Instructors (MM/DD/YYYY)
Start Date Before: ~ pwm
Tasks
(MM/DD/YYYY)
#) Tools Status:

@ Active © Not Active © Both

Add/Remove Criteria ©
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Click the Scheduled
Offering ID link to access

ke

. . Scheduled Offering ID  Title Item/Activity End Date/Time Status Facility ID  Start Date/Time v  Allow Self Registration
the scheduled Offer'lng n 58290 e Training COURSE 6/11/2012 0 6/11/2012 08:00 No
0 Development NASA- 05:00 PM enrolled, AM
ed]t mOde’ TRADEV (Rev America/New 0 America/New
1-5/3/2012  York waitlisted York
09:36 AM
America/New
York)
Scroll to the bottom of
the core area to view 2 Tralniog Developmant w90 [ o ©
. . . . DuuEEL L I, Acuve. o
Registration information. — : S =
Registration Cut-off Time: 05:00 PM Registration Cut-off Date: 7/15/2012

(Note: you may need to
click View All to see all
available fields)

Enter a registration cut-
off time as hh:mm
AM/PM.

Enter a registration cut-
off date.

Enter the minimum
registrations.

Enter the maximum
registrations.

Set the Enable Learners

to Waitlist option to Yes.

Set the Self Registration
option to Yes.

Click Save.

*Phone:

Maximum Registration:
*Indirect Cost Code:

*Fax:

*Contact:

*Training Vendor (ORG ID):
Approval Required:

End Time:

*Facility:

Start Date:

*Time Zone:

View All ®

202-555-1212
25
0 (No Indirect Cost)

202-555-1212

101 COMMUNNICATIONS LLC
Yes

05:00 PM

NASA Headquarters Comg
6/11/2012

Eastern Standard Time (Am

Minimum Registration:
Location:

Funding Organization:
Enable Learners to Waitlist:
Self Registration:

Approval Process:
*Domain:

End Date:

Instructor:

Start Time:

Registration Status:

Default Public Access Domai
6/11/2012

No Name

08:00 AM

0 enrolled, 0 waitlisted

® -

Cancel

=l
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Task B. Set Registration Approval Process

Open the scheduled
offering record in edit
mode.

Select the approval
process from the
drop-down menu.

Set the Approval
Required option to Yes.

Click Save.

‘ " Training Development

DuugEL LInE 1LEn.
Registration Cut-off Time:
*Phone:

Maximum Registration:
*Indirect Cost Code:

*Fax:

*Contact:

*Training Vendor (ORG ID):
Approval Required:

End Time:

*Facility:

Start Date:

*Time Zone:

View All ®

05:00 PM
202-555-1212

25

0 (No Indirect Cost)

202-555-1212

101 COJ INICATIONS LLC
Yes

05:00 PM

NASA Headquarters Comy

6/11/2012

Eastern Standard Time (Am:

Acuive.
Registration Cut-off Date:
Minimum Registration:
Location:

Funding Organization:

Enable Learners to Waitlist:
Self Registration:

Approval Process:
*Domain:

End Date:

Instructor:

Start Time:

Registration Status:

==\
58290 (i =

L
o>
-
7/15/2012
5
Yes
Yes

Default Public Access Domai

1 STEP TC (1 STEP TC)

6/11/2012

No Name
08:00 AM

0 ed, 0 waitlisted
Save

Cancel

Note: Steps and Learners associated with approval processes are configured
in the System Admin menu.

Task C. Register Learners in an Offering

€| scarch for and select the ‘ SATERN. ___ -
: e oo T
scheduled offering. S » ——r ~ i
@ | Select the Registration e T Al
tab from the Related r—— 0 . e
area. B

Use Time Zone of this Offering: Yes

Cancel the Sche...

Source of Training: Registration Cut-off Time Zone: Eastern Standard Time (America/Ne Close the Sched...
Published Price: 0.00 US Dollar (USD) (Default) POC: Delete
PO Number: Email confirmation to the Supervis... Yos Send Notification
Email confirmation to the Learner:  Ye: Email confirmation to the Instructor: No
Email confirmation to the Contacts: No *Email:  james.s.mitcheli@nasa.gov
*Direct Cost Code: 0 (No Direct Cost)
Comments:
Budget Line Item: Active: Yes
Registration Cut-off Time: 05:00 PM Registration Cut-off Date: 7/15/2012
*Phone: 2025551212 Minimum Registration: 5 -]
Related ore &) Registration  Add Leamers: e nced

Non-enrolled | Waitlistes d (0) Enrolled (0) Total (25) = Open (25)
@ | Click the Add Learners Related More @ Registration  Add Learners: (| |(@])
bUtton ( ) tO SearCh Catalogs Non-enrolled | Waitlisted (0) Add Learners From Request List...
for and select Learners s — e [

to register.

Select Add Learners
from the drop-down
menu.
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© | Enter criteria to search Add One or More From List E
for Learners to register
for the offering. Keyword:
G Click SearCh. Last Name: Starts With B 6
First Name: Starts With E}
Middle Initial: Starts With [~
Role ID: Starts With [~
User Status: 9 Active Not Active Both
Domains: Starts With E] Y
Add/Remove Criteria © G
@ | From the search results Add One or More From List x

list, select the Learner
registration status from
the drop-down menu.

Check the Add checkbox.

Select notification
preferences.

Click Add.

AddfRemove Criteria ©

Add Users to Scheduled Offering

Records per Page | 5 | v|Page: 12 3 4 5 «Previous Next» (3,071 total records)

User

HAARON
Aaron, Hank
LYEABEL

Abel, Lyndsey E
WESABER

Aber, Wendy S
TOCABERTS
Aberts, Todd C

ROABIMOURCHED
Abimourched, Rola

Records per Page| 5 | v|Page: 12 3 4 5 «Previous Next» (3,071 total records)

Page 1

of 615.

Select All 7 Deselect All

Registration Status

ENROLL(Enrolled)

WAITLIST(Waitlisted)

ENROLL(Enrolled)

ENROLL (Enrolled)

ENROLL(Enrolled)

Page 1

Add
B o
= #
] @

of 615.

Select All / Deselect All

Email confirmations to: ¥ User Instructor ¥/ Supervisor Con(acts@

@z

m




Task D. Register Learners in an Offering - from request list

Search for and select the
scheduled offering.

Select the Registration
tab from the Related
area.

<

TN =N —

Leamner

D A F - &

mmores N

Home Leamers Performance Leaming Content Commerce System Admin References  Reports
Search: [ Enter Keywords or C Go»
=" | Recommended Next: [j Add Catalogs |7/ Register Learners () ! L]
" Training Development Q 58250 “ Actions
P eookmark

Item:

*Source of Training: 01 (Gove:
Published Price:
PO Number:

0.00 US Dollar (USD) (Default)

Email confirmation to the Learner: Yes
Email confirmation to the Contacts: No
*Direct Cost Code: 0 (No Direct Cost)

Comments:

Budget Line Item:
Registration Cut-off Time:
“Phone:

05:00 PM

202.555-1212

Related More @ Registration

Non-enrolled | Waitisted (0

Filter

Copy
Use Time Zone of this Offering: Y3
Registration Cut-off Time Zone: fasto

Cancel the Sche...

Close the Sched..

POC Detete

Email confirmation to the Supervis... Yes Send Hotc ation
Email confirmation to the Instructor: Mo

*Email:  james.s.mitchellgnasa.gov

Active: Yes

Registration Cut-off Date: 7/15/2012
it :
Minimum Registration: 5 |
Setting: avi -3

Enrolled (0) | Total (25)  Open (25)

Click the Add Learners
button (L2 "]).

Select Add Learners
From Request List from
the drop-down menu.

Related More @ Registration Add Learners: | Q)| v | 9
Catalogs Non-enrolled IM Add Learners From Request List... e
Segments Filter Add Slots... Stratic

Select the Learner
Registration Status.

Check the Add checkbox.

Check notification
preferences.

Click Add.

Add Users From Request List

Scheduled Offerings

> Search

Specify Users To Register

User

Registration Statuse

Select All / Deselect All

Need By Date Add
DOMMILLS ENROLL (Enrolled) [+] 12/31/2011 e 7
Mills, Dorri M
BRAFAHEY WAITLIST(Watisted) || 1243142011 7
Fahey, Brian &
AMMFARLEY ENROLL (Enrolled) [~ 124312011

Farley, Amanda M

Email confirmations to: ¥/ User

Instructor ¥ Supervisor |

Select All / Deselect All

Contacts a 6

The Learners who
requested this schedule
is now enrolled
accordingly.

Related More @ Registration Add Users: | Q)| v
Non-enrolled | Waitlisted (2) v
Catalogs Babiitat = AR R
Segments Filter
o Abel 112 o Fahey
B ey e

y [ sort By: Registration | v

Settings Advanced @ '=

Enrolled (3) Total(25  Open(22) = Slots (0)

| | Fitter for Enrolled User

212 o Haron o Aber
& Hank & wendy
o Mils
& Dporri
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Task E. Add Slots to an Offering

Search for and select the

SAIERIN.

Click the search icon to
search for and select the
organization reserving
slots.

Enter a number of slot
reservations.

Select the reservation
date.

Click Save.

Organization ID:

O

y |1 =] | 10127201 | [ 12:40 PA

@ G [ Eastern Standard Time (Ameri | v |

Reservation Date:  Time (h:mm AM/PM):

. Learner
scheduled offering. = -
g D & & - - - (7] .
. . Home Learners Performance Learning Content Commerce System Admi References Reports
@ Select the Registration Seac, e foris & o T r— @
tab from the Related s Q =
Bookmar
area. B | s
Item: COURSE NASA-TRADE 2012 Use Time Zone of this Offering: Yo Cancel the Sche...
*Source of Training: 01 (Governmen t Internal 1) Registration Cut-off Time Zone: Eastorn Standard Time (America/New Close the Sched...
Published Pri 00 US Dollar (USD) (Default) POC: Delete
PO Nur Email confirmation to the Supervis... Yes Send Notification
Email confirmation to the Leas m o Email confirmation to the Instructor: lo
Email confirmation to the Contacts: No *Email: james.s.mitcheli@nasa.gov
*Direct Cost Code: 0 (No Direct Cost)
Comments:
Budget Line Item: Active: Yes
Registration Cut-off Time: 05:00 PM Registration Cut-off Date: 7/15/2012
*Phone: 202.555-1212 Minimum Registration: 5
-
Related Moge> Registration  Add Leaners: - e
'Non-enrolled | Waitisted (0) Enrolled (0) Total (25) | Open (25)
Filter Sort By: Registration | v Filter for Enrolled Learner
e Cl]Ck the Add Learnel'S Related More 3 Registration Add Learners: | ()| v a
";_ v R - ration Add Learners...
button (L21]). | Regitation -
( ) Catalogs Non-enrolled | Waitlisted (0) Add Learners From Request List...
@ | Select Add Slots from Sy Fitter adgasiors... @) Leratic
the drop-down menu.
6 Add Slots

Price Per Slot (1000): Chargeback Account(s):
"0.00 -

[ us Dotar usD) | v |

Edit

Slots have been reserved
for this organization.

Related More @
Catalogs
Segments

Registration Add Users: | @) v Settings. Advance d 9
Non-enrolled | Waitlisted (2) M| Enrolled (3) Total(25 = Open (12i
Filter J| [ Sort By: Registration | v Filter for Enrolled User
o Abel 112 o Fahey 212 o Haron o Aber
a Lyndsey a g & Hank B wendy
o Mils
& por
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Task F. Reserve Slots in an Offering

Search for and select the

-@ STV N ——

scheduled offering.

2 & - @ & 0o
Home Leaners Performance Leaming Content Commerce System Admin References  Reports
. .
@  sclect the Registration o ) 88— s i 8) e
tab from the Related Bl | ) —
B sooknrk
area. o
Item: COURSE NASA-TRADEV (Rev 5/3/2012 0. Use Time Zone of this Offering: Yes Cancel the Sche...
*Source of Training: 01 (Gover Registration Cut-off Time Zone: Eastern Standard Time (America/N Close the Sched...
Published Price: 0.00 US Dollar (USD) (Default) POC: Delete
PO Number: Email confirmation to the Supervis... Yes Send Notification

Email confirmation to the Learner:  Ye:
Email confirmation to the Contacts: No

*Direct Cost Code: 0 (No Direct Cost)

Comments:

Budget Line Item:
Registration Cut-off Time:
*Phone:

05:00 PM
202:555-1212

Add Learners: Q)| v

Related

e @ Registration

Email confirmation to the Instructor: No
*Email: james.s.mitcheli@nasa.g

Active: Yes

Registration Cut-off Date:  7/15/2012

Minimum Registration: 5

Click the Add Learners
button ([\’) "]) to search

Related

Registration

Catalogs

More @ Registration

Non-enrolled

Add Learners: | (J)|v e

Add Learners...

Waitlisted (0)

Add Learners From Request List...

for and select Learners
to register.

Segments Filter

Select Add Learners
from the drop-down
menu.

Add Slots... stratic

Enter criteria to search Add One or More From List

for Learners to register
for the offering.

Keyword:

6 Chck SeaI'Ch. Last Name: Starts With
First Name: Starts With
Middle Initial: Starts With
Role ID: Starts With
User Status: 9@ Active
Domains: Starts With

Add/Remove Criteria ©

(T ] ] [+

Not Active

=]

Both




Select the Learner Add One or More From List

Registration Status. AddfRemove Criteria © [‘search | Reset |
Select slot ID to use. Add Users to Scheduled Offering
Check the Add checkbox. &3

Records per Page 5 Epage; 123 4 5 «Previous Next» {41 total records) Page 2 of 9. el

Select notification

Select All / Deselect All
preferences. User aRegistran‘on Status Slot1D e Add
DIMDALY ENROLL(Enrolled) 136 (KSO - 4 seat(s) available) E] @ Q

Cl]Ck Add. Daly, Diana M

DOJCEATS ENROLL(Enrolled) [~] [~
Deats, Donna J

ATFEASON ENROLL(Enrolled) [+] [138 (kSO -4 seat(s) available) [v]  [¥]
Eason, Athalia F

KEMECKSTEIN ENROLL(Enrolled) E] 136 (KSO - 4 seat(s) available) E] v
Eckstein, Kelly M

CHELLINGTON ENROLL(Erroled) || [~]

Ellington, Christopher

Records per Page 5 Epm; 123 4 5 «Previous Next» {41 total records) Page 2 of 9. e
Select All 7 Deselect All

Email confirmations to: V| User | | Instructor V! Supervisor | | Conhcts@ @@

Task G. Change Registration Status of Learner

@) scarch for and select the -;@ SRS T —— o .

scheduled offering. ~Err T i

@ Select the Registration (o8] rcrmerseaor: irascase g oo @) ]
tab from the Related = raneg oo () w0 0 W0 acton

B sookmank
area.

copy
Item: COURSE NASA-TRADEV (Rev 5/3/2012 0. Use Time Zone of this Offering: Yes Cancel the Sche...
*Source of Training: 01 (Government Internal) Registration Cut-off Time Zone: Eastern Standard Time (America/New | Close the Sched...
Published Price: 0.00 US Dollar (USD) (Default) POC: Delete.
PO Number: Email confirmation to the Supervis... Yes Send Notification
Email confirmation to the Learner: Yes Email confirmation to the Instructor: No
Email confirmation to the Contacts: No *Email:  james.s.mitcheli@nasa.gov
*Direct Cost Code: 0 (No Direct Cost)
Comments:
Budget Line Item: Active: Yos
Registration Cut-off Time: 05:00 PM Registration Cut-off Date: 7/15/2012
*Phone: 2025551212 Minimum Registration: 5 |
Related More @ Registration  Add Leamers: ||| [ settngs | | advancea 2
Non-enrolled | Waitisted (0) v Enrolled (0) | Total (25) = Open (25)
Filker Sort By: Registration | v | [ Filter for Enrolled Learner
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Hover your mouse Over Registration Add Learners: Qv [ Settings | | Advanced Y
the Learner for whom to Non-enrolled | Waitisted (0] - Enrolled (2) | Total (25) | Open (23) | Slots (0)
Change the registration Filter 4| | Sort By: Registration v | Filter for Enrolled Learner
status. o HOWER 9_ MEREDITH LOWERY )
. B shar — Learner ID: C-mlowery
SeleCt MOdlfy’ Status: *ENROLLED
Enrolled On:
7/9/2012 11:39 AM
America/New York
Segment Attendance: 0
‘;_l Modify |
| @ Remove Learner
Change the Learner .
Modify (x]

Registration Status.

Change any other
registration data.

Click Save.

Note: Admins who withdraw
a Learner from an offering
will see a warning if this item
is a prerequisite for another
enrollment. The Admin has
the option to withdraw or
cancel the Learner from the
dependent offering.

Name:

Learner ID:

* Status:

* Registration Date:

* Time (hh:mm AM/PM):

MEREDITH LOWERY
C-mlowery

| WAITLISTED | v (@

71912012 | [F]

| 11:50 AM

| Eastern Standard Time (Ameri | v

G @ Cancel |

The Learner’s
registration status has
been changed.

Registration Add Learners: |@)|v

Non-enrolled | Waitlisted (1) v

Filter

@ LOWERY 11

_;)‘ Sort By: Registration | v |

E

Settings Advanced ?)

Enrolled (1) | Total (25) | Open (24) | Slots (0)

[ Filter for Enrolled Learner

o HOWER

- MEREDITH

The status of the Learner
MEREDITH LOWERY has been
changed to: WAITLISTED.




