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Job Aid: Registration Management Course: Scheduling Management
Lab 5: Setting Registration Parameters

Lab 6: Registering Users for a Scheduled Offering

Lab 7: Reserving Slots for a Scheduled Offering

Prerequisites
« Introduction to Plateau Learning Administration
« Learning Needs Management
« Scheduling Management

Description

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

Tasks

Set Self-Registration Parameters

Set Registration Approval Process

Register Users in an Offering

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

Reserve Slots in an Offering

. Change Registration Status of User
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Task A. Set Self Registration Parameters

Note: Verify the Admin tab is
selected.

(@ il
8 Ma M 0

Home Users Perfor mance Compensation Learning Content

O &

Commerce System Admin

@ \avigate to Learning >
Scheduled Offerings.

Enter criteria to search
for a scheduled offering.

®  select Search.

Search: | Enter Kevwords ar Command Go b

iEms Scheduled Offerings Search  AddMew &)

Scheduled Offerings 0 seareh saved Searches &

y Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
Classes wvalues. You can alsc sdd or remove search criteria to further refing your search

Group Instances Case sensitive search: i ves % nNo
Search All Locales: i yes & N
Catalogs ]
= Offering Type: i« Item offering type ' Schedule Block offering type ' Both
Curricula Scheduled Offering ID: IStarlsWith j I
Item/Schedule Block 0 [stants witn = 9
Requirements .
Description: |5tanswnn ﬂ I

Questionnaire Surveys Start Date After: {8 [rozomot0
(MM/DDATYYY) =

Communities Start Date Before: e l—
(MM/DD/YYYY)

Instructors Status: @ actve T Notactve € Both
Tasks Add/Remove Criteria © a
— — | p—
Q Select the edit icon (E|) Field Chooser & Download Search Results 5
for the scheduled Calendar View
offering. .
9 Records per Page |20 ™| Page: 1 2 1 4 5 «Previous Mexte (232 total records) Page|1 of 10.
Scheduled Offering ID Item,Schedule Block
4125 | [<] | COURSE EHS-101 (Rew 1.2 - 5/14/2003 12:00 AM

America/MNew York)

4126 . COURSE SPS5100 {Rev 1 - 2/15/2007 12:00 AM
merica/New York)

4127 [}l | JCOURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM
America/New York)
3919 Ol [£] | COURSE CUSTO100 (Rev 1.5 - 12/23/2004 02:38 PM
America/Mew York)
G Select the Summary tab scheduled Offerings Soarch 1 v | @

of the scheduled
offering.

. ummar Scheduled Offering ID: 4127 ;
Scroll down to the Edit W BT

Item: COURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM

Registration section of Catalog Americaiew York)
the screen.

= Search > Search Results > Edit Summary

Chargeback Title: Project Team Communication Skills
g <
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Enter a registration cut-
off date and time.

Set the minimum and
maximum registration.

Select to check the Self
Registration checkbox.

Select Apply Changes.

e Registration for the Scheduled Offering

DY Y Y Y

Registration Cut-off Time:

Registration Cut-off Date: [ |1[:-;'21;'2[:-1 0
|52|:'|:' FM

inimum Registration:

aximum Registration:

Time Zone:

Published Price: 0.00 US Dol

I Amenica/Mew Yorl * I

0 of 25
enrclled, O
waitlisted

Registration Status:

llar (USD) (Default)

¥ Self Registration

Email confirmations to:

¥ users I Instructors Supervisors [T contacts

@ Apply Changes E Copy Scheduled Offering...

Task B. Set Registration Approval Process

Select the Summary tab
of the scheduled
offering.

Select the approval
process from the
drop-down menu.

Check the Approval
Required checkbox.

Select Apply Changes.

Scheduled Offering ID:

Summary

Item:
Catalog

Chargeback Title:

Contacts
Sections that cannot be e

Caost Calculation - Required Fields
Cost Summary
Custom Fields

Group Instance:

IMaterials
* Domain
MNotifications Facility:
+ Time Zone:

Pricing

Approval Process ID:

Registration

Approval Required:

Edit the Scheduled Offering

Description:

L/ Bookmark

COURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM
America/New York)

Project Team Communication Skills

dited are not accessible. Access all sections in view mode.

e i o s ot o
IPruJect Team Communication Skill Buiding
- Q
: O, [pusLic
|NY (New York Office) =

[ Americaiew York (Easten Standard Tme | i“““”"" this Time
one

| 3-LEVEL-INTERNAL (3 LEVEL Intemal Tra = 9

3

Note: Steps and users associated with approval processes are configured in
the System Admin menu.
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Task C. Register Users in an Offering

Select the Registration
tab of the scheduled
offering.

Scroll to the Add a User
to the Scheduled
Offering Registration
section of the screen.

Scheduled Offerings search | AddNew | @

= Sgarch » Search Results » Edit

Summary Scheduled Offering 1D: 4127

Item: COURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM America/New York)
Catalog
Title: Project Team Communication Skills
Chargeback
Edit the Scheduled Offering

Contacts Sections that cannot be edited are not accessible. Access all sections in view mode.

Add a User to the Scheduled Offering Registration

Cost Calculation
Enter criteria or add one or more from list You can also add from request list. Enter either Chargeback Account(s) and Price or an
Order Ticket.

User ID: |

Cost Summary

Registration |ENROLL(Enrolled) -

Status:

Slot ID: | -

Custom Fields

Chargeback Price: Order Ticket: I
Materials Account US Dolar{USD) -
(s): Edit

Notifications

Email confirmations to: M User [ Instructor ¥ Supervisor [ Contacts

Edit the Registered Users for the Scheduled Offering
Pricing

Registration ii

There are currently no registered Users.
Add Slots to the Scheduled Offering

Select the add one or
more from list link to
search for and select
users to register.

Edit the Scheduled Offering

Sections that cannot be edited are not accessible. Access all sections in view mode.

Add a User to the Scheduled Offering Registration

Enter criteria o
Order Ticket.

=t You can also add from reguest list. Enter either Chargeback Account(s) and Price or an

2
UseriD: [ | Registration [ENROLL(Enroled) = Sloti: [ 7]
Status:
Chargeback Price: Order Ticket: |
Account
1S Deliar(USD) -
(s): Edit L

Email confirmations to: ¥ User I Instructor W Supervisor [~ Contacts

Select the user
Registration Status.

Check the Add checkbox.

Add Users to Scheduled Offering

Page|12 of 123

Select ANl / Deselect Al

Records per Page |25 7| Pages 11 12 12 14 15 «Previous  Mexts (3,070 total records)

Chargeback Price
User Registration Status Account (1000} Order Ticket Add
JOBROWN ENROLL(Enrolied) - [o.00 [us potarusp) =] | ¥
Brown, John-
David 3 4
Edit
KEWEROWN IENROLL(EnroIIadJ vl 0.00 US Dellar(USD) | | -
Brown, Kenneth
w

Select notification
preferences.

Select Add.

Email confirmations to: ¥ user [ Instructor ¥ Supervisar I contacts e
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Task D. Register Users in an Offering - from request list

0 Select the Registration Scheduled Offerings e e 9
tab Of the SChed u I ed = Search = Search Results > Edit Registration
Offering . DT Scheduled Offering ID: 4127
SCI’O” tO the Add a User vy Item: COURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM America/New York)
- Title: Project Team Communication Skills

tO the SCthUled Chargeback l

i i i Edit the Scheduled Offeri
Offe_rlng Reg IStratIOn Contacts Sec‘t‘;:s:hat:ca:n:t Ee edit:d::grmt accessible. Access all sections in view mode.
SeCtlon Of the SC reen - Add a User to the Scheduled Offering Registration

Cost Calculation
Enter criteria or add one or more from list You can also add from request list. Enter either Chargeback Account(s) and Price or an
Order Ticket.

User ID: | Registration |ENROLL(Enrolled) - Slot ID: | -

Status:

Chargeback Price: Order Ticket: I
Materials Account US Dolar{USD) -

(s): Edit

Cost Summary

Custom Fields

Notifications Email confirmations to: M User [ Instructor ¥ Supervisor [ Contacts E
Edit the Registered Users for the Scheduled Offering

Pricing

There are currently no registered Users.

Registration Q Add Slots to the Scheduled Offering

9 Select the add from Edit the Scheduled Offering
I’equeSt IlSt Ilnk to Sections that cannot be edited are not accessible. Access all sections in view mode.
Add a User to the Scheduled Offering Registratiog
search for and select £ree 5
use I’S to I’egISteI’ Enter c:r:rteria or add one or more from list You can also| M nter either Chargeback Account(s) and Price or an
Order Ticket.
User ID: | Registration |ENROLL(Enrolled) ~| Slot 1D: | -1
Status:
Chargeback Price: Order Ticket: |
ACCD{‘;;‘_t e US Dollar{(USD) |
Email confirmations to: ¥ User I Instructor W Supervisor [~ Contacts ﬁ
Select the user Seect 1/ Deselect A1
Reg IStratIOn Status - User Registration Status EDDt g\;:anriiltaa:k |F1r:::e:| Order Ticket Add

Check the Add checkbox. || s 'E“““L“Eg"m"w’ I s oers0 7] | "
Andrew J

Check notification Edit

preferences.

Email confirmations ta: ¥ user [T Instructar ¥ Supervisor ™ contacts e w
Select Add.

Select Al f Deselect Al
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The user who requeSted Edit the Registered Users for the Scheduled Offering
this schedule is now
enrolled.

Shipping
Org Registration Information  Segment

User 1D Status = Slot ID Chargeback Recorded Attendance Select
Jerdonek, HR  EMROLL Account(s): Yes 0/3 r
Andrew J {Enrolled) Price:
ANJJERDONEK 10/20/2010 10:33 Currency ID:

PAM Order Ticket:

AmericalNew Edit

Yark

Edit

Select Al / Deselect Al

Email confirmations to: ¥ Users I Instructors W Supervisors [T contacts

" Remove associated item from the learning plan

Remove @ Send Notification

Task E. Add Slots to an Offering

0 Select the Registration Scheduled Offerings e e 9
tab Of the SChedUIed = 5earch » Search Results = Edit Registration
offeri ng. DT Scheduled Offering ID: 4127

Item: COURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM America/New York)
Catalog
Title: Project Team Communication Skills
Chargeback
Edit the Scheduled Offering

Contacts Sections that cannot be edited are not accessible. Access all sections in view mode.

Add a User to the Scheduled Offering Registration

Cost Calculation
& or more from list You can also add from re

Enter criteria or add t list. Enter either Chargeback Account(s) and Price or an

Order Ticket.

User ID: | Registration |ENROLL(Enrolled) - Slot ID: | -
Status:
Chargeback Price: Order Ticket: I
Materials Account 1091 [us potar(UsD) -

(s): Edit

Cost Summary

Custom Fields

Notifications Email confirmations to: M User [ Instructor ¥ Supervisor [ Contacts ﬁ

Edit the Registered Users for the Scheduled Offering
Pricing

Registration l

There are currently no registered Users.

Add Slots to the Scheduled Offering
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Scroll down to the Add
Slots to the Scheduled
Offering section of the
screen.

= Required Fields

Select the search icon

(O*) to search for and
select the organization

Date:

Add Slots to the Scheduled Offering

* Organization Q ICUST
1D:
Reservation [ |1 062002010

* Number of Slots: |5 e

Registration Status: |ENROLL(Enrolled)

=

R Reservation |1;33 B Price Per Slot: IE-.C-C-
reserving slots. Time: [U5 o s0) 3
e Enter a r:]umber of slot Time Zone: | America/New York (Easter Star = | Chargeback Account
reservations. (s):
Edit

Check the email
confirmation checkbox,

¥ Email confirmation to the Organization

if desired.
Select Add.

Slots have been reserved
for this organization.

Edit the Slots for the Scheduled Offering

Note the Slot ID.
Resenvation Date
Time Assigned
Slot Slots Slots Order
Organization Reserved Used TimeZone Chargeback Ticket Remove
136 | CUST |5 0 22 [1or202010 Account r
Customers I— (s)
01:33 PM
Unit Price:
IArnerica.-'NewYork (Eastern Standard Time) j
Edit
Select All / Desslect A

¥ Email confirmation to the Organization(s)

(o e

o s

Task F. Reserve Slots in an Offering

Select the Registration
tab of the scheduled
offering.

Scroll to the Add a User
to the Scheduled
Offering Registration
section of the screen.

Contacts

Cost Calculation

Cost Summary

Custom Fields

Materials

Netifications

Pricing

Registration 0

Edit the Scheduled Offering

Sections that cannot be edited are not accessible. Access all sections in view mode.
Add a User to the Scheduled Offering Registration

Enter criteria or add one
Order Ticket.

User 1D: I

or more from st You can also add from request fist. Enter either Chargeback Account(s) and Price or an

Registration |ENROLL(Enrolied) -

Status:

Slot 1D: I -

Chargeback Price: Order Ticket: I
Account US Dolar(USD) -
(s): Edit

Email confirmations to: ¥ User [T Instructor W Supervisor [T Contacts

Edit the Registered Users for the Scheduled Offering

There are currently no registered Users.

Add Slots to the Scheduled Offering
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Select the add one or
more from list link to
search for and select
users to register.

Edit the Scheduled Offering

Sections that cannot be edited are not accessible. Access all sections in view mode.

Add a User to the Scheduled Offering Registration

Enter criteria orf
Order Ticket.

om list You can also add from reguest list. Enter either Chargeback Account(g) and Price oran

User ID: | Registration |ENROLL(Enrolled) ~| Slot 1D: | -1
Status:
Chargeback Price: Order Ticket: |
Account
US Dollar(USD) -
(s): Edit L

Email confirmations to: ¥ User I Instructor W Supervisor [~ Contacts

Select the user
Registration Status.

Select slot ID to use.
Check the Add checkbox.

Select notification
preferences.

Select Add.

’3Add Users to Scheduled Offering

Page |1 of 1.

Select All / Desslect AL

Records per Page | 25 7| Page: 1 2 «Previcus Mexts (39 total records)

Chargeback Price

user Registration Status Siat ID Account (1000} Order Ticket Add
MAEGODFREY [ENROLL(Enroted) x| [136 (CUST - & seatis) avaiavie) x| 0.00 us Doter(UsD) x| | I
Godfrey,

Maureen E

e ° Edit

Email confirmations to: ¥ User [ Instructor ¥ Supervisor [ Contacts Q

The user has been
registered in the
scheduled offering, using
one slot.

Shipping

arg nformation  Segment

User D Registration Status «  SlotID Chargeback Recorded Attendance  Select
Jerdonek, Andrew HR EMROLL {Enrolled) Account(s): Yes 0/3 |
J 10/20/2010 10:33 PM Price:
AMJJERDONEK America/New York Currency ID:

Edit Order Ticket:

Edit

Godfrey, Maureen MFG  EMROLL {Enrolled) 136 Accountis): Yes 0/3 -
E 10/20/2010 10:58 PM Price:
MAEGODFREY America/Mew York Currency ID:

Edit Order Ticket:
Select Al J/ Desclect A
Email confirmations ta: ¥ Users [ Instructors ¥ Supervisors [T contacts

[~ Remove associated item from the learning plan

Task G. Change Registration Status of User

Select the Registration
tab of the scheduled
offering.

Edit the Scheduled Offering

Contacts Sections that cannot be edited are not accessible. Access all sections in view mode.

Add a User to the Scheduled Offering Registration

Cost Calculation
Enter criteria or add o
Order Ticket.

User ID: I

more from list You can also add

st list. Enter either Chargeback Account(s) and Price or an

Cost Summary

Registration |ENROLL(Enrolied) -

Status:

Slot 1D: I -

Custom Fields

Chargeback Price: Order Ticket: |
Materials Account US Detar(USD) -
(s): Edit

Notifications Email confirmations to: ¥ User [ Instructor ¥ Supervisor [T Contacts E

Edit the Registered Users for the Scheduled Offering
Pricing

Registration l

There are currently no registered Users.
Add Slots to the Scheduled Offering
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Scroll to the Edit the
Registered Users for the
Scheduled Offering
section of the screen.

Select the Edit link for
the user whose
registration status you
wish to change.

Edit the Registered Users for the Scheduled Offering

Select Al / Deselect A
= e
Shipping
Org nformation Segment
User D Registration Status «  Slot ID Chargeback Recorded Attendance  Select
Jerdonek, Andrew HR EMROLL {Enrolled) Account(s): Yes 0/3 I
] 10/20/2010 10:33 PM Price:
AMJJERDOMEK America/Mew York Currency ID:
9 Edit Order Ticket:
Edit
Godfrey, Maureen MFG EMROLL {Enrolled) 136 Account(s): Yes 0/3 -
E 10/20/2010 10:58 PM Price:
MAEGODFREY America/Mew York Currency ID:
Edit Order Ticket:

Select Al / Deselect Al
Email confirmations to: ¥ Users [ Instructors ¥ Supervisors [7 Contacts

[ Remove associated item from the learning plan

 Remove | Sendotiication

Change the user
Registration Status.

Change any other
registration data, add
comments, or select
notification options.

Select Apply Changes.

Select Back to Main
Record.

Note: Admins who withdraw
a user 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 user from the
dependent offering.

e Back to Main Record

Edit Registered User Details for Scheduled Offering 4127

User ID: ANJJERDONEK User Name: Jerdonek, Andrew
J
Slot ID:
Registration Status: e
Registration Date: m ENHDLL(EanI&d
WAITLIST (Waitiist
Registration Time: IW
Time Zone: |Amenca.-'NewYcrk {Eastern Standard Time) |
Comments:

Send confirmation notification
to:

¥ user I Instructor ¥ Supervisar [T contacts

o =

The user’s registration
status has been changed.

Edit the Registered Users for the Scheduled Offering
Select All / Deselect Al
Shipping
Org nformation Segment
User D Registration Status «  SlotID Chargeback Recorded Attendance  Select
Jerdonek, Andrew HR | CANCELLED Yes 0/3 -
] anceled
ANJJERDONEK 10/20/2010 11:08 PM
America/New York
Edit
Godfrey, Maureen MFG  EMROLL {Enrolled) 136 Accountis): Yes 053 [
E 10/20/2010 10:58 PM Price:
MAEGODFREY America/Mew York Currency 1D:
Edit Order Ticket:
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If a user’s status is
Waitlist, the place on the
waitlist will be indicated
(for example, 1 of 5).

Edit the Registered Users for the Scheduled Offering

User

Jerdonek, Andrew
!
ANJJERDOMEK

Godfrey, Maureen
E
MAEGODFREY

Menz, Kristin M
KRMMENZ

Rodrigue, Crystal D
CRDRODRIGUE

Org
D

HR

MFG

EHS

T

Registration Status &

CANCELLED
(Cancelled)
10/20/2010 11:08 PM
America/MNew York
Edit

Slot ID

ENROLL (Enrolled) 136
10/20/2010 10:58 PM
America/New York

Edit

America/New York
Edit

America/New York
Edit

Chargeback

Account(sk
Price:
Currency It

Order Ticket:

Account(s):
Price;
Currency ID:

Order Ticket:

Edit
Account(s):
Price;
Currency ID:

Order Ticket:

Edit

Select Al J Desslect AL

)
Shipping
Information Segment
Recorded Artendance Select
Yes 03 m
Yes 073 -
Yes 03 m
Yes 03 -

Notes

-10 -




	Prerequisites
	Description
	Tasks
	Task A. Set Self Registration Parameters
	Task B. Set Registration Approval Process
	Task C. Register Users in an Offering
	Task D. Register Users in an Offering – from request list
	Task E. Add Slots to an Offering
	Task F. Reserve Slots in an Offering
	Task G. Change Registration Status of User


