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Job Aid: Create Scheduled Offering Course: Scheduling Management
Lab 1: Add New Scheduled Offering

Lab 2: Assigning Resources to Segments

Lab 4: Adding Segments to a Scheduled Offering
Lab 10: Copy 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 creating and
editing a scheduled offering. Related terminology is provided.

Tasks

A. Create Scheduled Offering

B. Add Additional Segments

C. Add Additional Resources

D. Copy Scheduled Offering

E. Edit Scheduled Offering Notifications

Terminology:

Scheduled Offering: A scheduled offering is an item or activity scheduled for delivery on a specific date
and time.

Segment: Unit of division of an item offering based on duration that facilitates variable resource
scheduling.
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Task A. Create Scheduled Offering

Note: Verify the Admin tab is . i

selected. @ LeorningLink
€@  Navigate to Learning > B (3 | B 0O A
[ 2

SC h ed u I ed Oﬁe ri n gS . Home Users Performance Compensation Learning Content Commerce System Admin

l Search: [ Enter Kepwords or Command

Select the Add New link.

. Scheduled Offerings Search | AddMew | @
The Scheduled Offering .
leal’d d ISpIayS . l Scheduled Offerings 0 search Saved Searches @&
y Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of
O r Classes values. Yeu can also add or remove search critena te further refine your search
@ | Enter Add Scheduled Sroup Instances o Tt
. . Search All Locales:  ves F No
Offering in the Search Catalog
g L Offering Type: € ltem offering type ¢ Schedule Block offering type * Both
bOX - Curricula Scheduled Offering ID: IStarIg\Ni‘Ih j |
ltem/Schedule Block ID: [ Starts with =l
SeIeCt GO' Requirements
Description: |5tarl5 With ﬂ I
The SCheduIlng Oﬁerlng Questionnaire Surveys Start Date After: MW
¥21/2010
- - (MM/DDSYYTY)
wizard displays. -
Communities Start Date Before: m Ii
(MM/DDSYYTY)
Instructors Status: & active T Notactve © Both
Tasks Add/Remove Criteria ©

[ Tools

©) select the Item type ’*1- selecta Type (@)

option. Iﬁ' item | Schedule Block
Q Use the search icon (Q) — 2. Identify the Scheduled Offering
to search for and select * Item Type:  [couRse |

an item (by default the
Item Type and Item Title

* [tem ID: G, |T|=_.-5,r-,1t:-1 32 Q

fields will be populated Title:  [Proect Team Communioation Sxs
once an item is
selected). Description:  [Project Team Communication Skil Buikling [ 5
6 Enter a description of the * Domain: @ [puBLIC e
scheduled offering. .
Facility: |y (New York Office) |

Specify the appropriate
Domain and Facility.
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View the calendar. The
facility’s holidays and
non-working days are
blocked out.

— Calendar Preview

=z = October 2010 = =:

| Sunday | Monday | Tuesday |Wednesday| Thursday| Friday |Saturday

26 27 28 2% 30 1 2
3 4 5 ] 7 B 9
10 1 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
£y 1 2 3 4 5 &

Legend : D - Schedule Dates &3 - Conflict

Select the calendar icon

() to select a start
date.

Enter a start time.

Change the time zone of
delivery, if necessary.

— 3. Set Up the Segment

* Start Date: (™) [1025r2010 (7]
[o2:00 am (5

I Amerca/Mew York (Eastern Standard Time)

# Start Time:

* Time Zone:

[ o 2831

Note: Enter the start time in the format displayed (i.e., hh:mm AM/PM) on
your specific system.

Use the search icon (O%)
to search for and select
an instructor.

Specify the location and
any equipment.

Note: If the scheduled
offering is delivered via VLS,
select the VLS server and
enter the password.

— 4. Select Resources

Primary Instructor: @ [avoung ‘E & © not-authorized

Primary Location:

I CLASS-NY-05 (Mew York Classroom 05)

&
(1]

Equipment:

=l
=l @

{LcD1 (LCD Projecter)




o, LS. DEPARTMENT OF LABOR

) Learninglink

LearningLink

Administrator Job Aid
Create Scheduled Offering

View the calendar again.
The facility’s holidays
and non-working days are
blocked out.

Note: Resource icons (ﬁb ,

@, “ ) illustrate other
dates when resources are
already allocated. Conflicts
are denoted with a Conflict

icon ('ﬁ').

Select Next.

— Calendar Preview

=z = October 2010 = =>

26 27 28 2% 30 1

3 4 5 ] 7 8

10 1 12 13 14 15

17 18 1% ‘ZD 21 22

24 25 26 27 28 2%
PR D

E)| 1 2 3 4 5

Legend : D - Schedule Dates &9 - Conflict

Schedule Date/Time

Sunday Monday Tuesday | Wednesday| Thursday| Friday |Saturday

2

16

23

30

Start Time End Time
10/25/2010 0%:00 AM 10/25/2010 03:00 PM ﬁ
If there are conflicts, a .
Warning

warning message
displays. Select No to go
back to resolve the issue,
or select Yes to
continue.

Waming Details:

» Aconflict was detected for this scheduled offering.
# The instructor(s) are not authorized to teach this item.

Do you wish to proceed?

ot
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Add the scheduled
offering to a related
catalog by selecting the
search icon (O*) to
search and select a
catalog.

If the item resides in a
catalog, it will already
be listed.

Select Next.

Add New Scheduled Offering Help

Initial Details > Publish > Confirm
=

Select the Catalogs that should display the Scheduled Offering to users. Catalogs are used to determing which users see what scheduled offenng. You will select
only from the st of catalegs that contain the Item that you are scheduling

Title: Project Team Communication Skills
Description: Project Team Communication Skill Building

Delivery Dates: 10/25/2010 09:00 AM - 10/25/2010 03:00 PM

Related Catalog

af =

List of Selected Catalogs [Remave All]
Catalog ID Catalog Description
KSO-GEN K50 General Remove
55 Skillsoft Course Catalog Remove

Previous ﬁ

Note: If enabling self registration, the scheduled offering must reside in a
catalog the intended users can view.

Confirm results.
Select Submit.

Add New Scheduled Offering Help

=

Review the Summary of the scheduled offering you are adding to the system. If you are satisfied with data that you have entered, click
Submit to add the Scheduled Offering to the system.

Initial Details » Publish = Confirm

Title: Project Team Communication Skills
Description:  Project Team Communication Skill Building
Identifier: COURSE TEAMO132 1103830747000
Schedule Segments Information:
10/25/2010 0%:00 AM 10/25/2010 03:00 PM
Resources Used:
Instructor: AYOUNG
Location: CLASS-MNY-05
Equipment: LCD1
Publishing Information

Publish to 2 Catalog(s)

Catalog ID Catalog Description
KS0-GEN K50 General
55 SkillSoft Course Catalog
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View the scheduled
offering record.

Scheduled Offerings Search | Add New | (@

= Search » Edit Summary

Summary Scheduled Offering ID: 4127

Item: COURSE TEAMO132 (Rev 4 - 12/23/2004 02:39 PM
Catalog AmericafMew York)

Chargeback Title: Project Team Communication Skills

Contacts Edit the Scheduled Offering

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

Cost Calculation + - Required Filds

Cost Summary Apply Changes @ Copy Scheduled Offering...

Task B. Add Additional Segments

0 Select the scheduled
offering Segments tab.

Scheduled Offerings search | Add New | @)

» Search > Edit Segments

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

T = Required Fields
Cost Calculation caureene

Add a Segment to the Scheduled Offering

+ Start Date: [ * End Date: [ |

* Start Time: + End Time: I

Cost Summary

Custem Fields

h=mm AM/PM) h=mm AM/PM)
Materials " "

* Time Zone: IAmericaJNaw‘r’ork (Eastern Standard Time]j
Notifications Primary Instructor: @ Primary Location: | |
Pricing Segment Description: |

Registration
g ¥ send Motification [¥ Check Conflicts

Segments / m @
Update the Segments for the Scheduled Offering

Pply Changes

Total Hours: .00
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Scroll down to view the
existing segment(s).

Choose a segment to
copy and select Copy
Daily Segments.

Update the Segments for the Scheduled Offering

e

Total Hours: 6.00

Segments

Segment 1

* Start Date: (™) [1o2sr2010 * End Date: (™ [10252010

/DDA YYY) (MUDDIYYYY)
# Start Time: Ic.g;[;.[;. AM * End Time: Ic.g;[;.[;. PM
(hzmm AM/PM) (hzmm AM/PM)
* Time Zone: IAmeriCﬂ.l'N&wYork (Eastern Standard Time) |
Primary @ |Amum3 Primary |cuu35w_c-5 [Ny vI
Instructor: Location:
Segment IProject Team Communication Skills

Description: 9
Record Attendance Copy Resources to All | Copy Daily Segments

¥ Send Motification ™ Check Conflicts

e

Enter a number of times
to copy.

Select the Check
Conflicts and/or Send

Notification checkboxes.

Select Copy.

Scheduled Offerings

= Search » Edit Segments = Copy Daily Segments

Scheduled Offering 1D: 4127

Search | Add Mew | &

Itemn: COURSE TEAMOD132 (Rev 4 - 12/23/2004 02:39 PM Americal New York)
Title: Project Team Communication Skills

Selected Date to Copy: 10/25/2010

Return to Scheduled Offering

Segments for the Selected Date

* Number of Times to Copy: |2 e

Seg#  Segment Start Date/Time

10/25/2010 09:00 AM
America/Mew York

End Date/Time Location Instructor
1042572010 03:00 PM

America/Mew York

1 Project Team
Communication Skills

Mew York Young,
Classroom 05 Andre

(1000)

aCheckCOnflicts: ¥ Send Notification W &@
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Task C. Add Additional Resources

For the segment you wish
to add resources, click
Edit Resources.

1
Record Attendance Copy Resources to All § Copy Daily Segments

Remove |-
* Start Date: [™] [1026r2010 * End Date: (™ [1026r2010
[os:00 2w [o3:00 M

Segment 2

DY YY) WY YYY)

* Start Time: #* End Time:

(h:mm AM/PM) (h:mm AM/PM)
* Time Zone: Imﬁ&rica.-'New‘r‘ork (Eastern Standard Time) j
Primary G |,:wo|_|NG Primary ICL.CL'SE—NY-C-E (M vl
Instructor: Location:
Segment IPrc-ject Team Communication Skils
Description:

Select the tab
corresponding to the
type of resource you wish
to add.

Select the add one or
more from list_link to
search for and add
additional resources.

Scheduled Offerings

Search | AddNew | @

> Search > Edit Segment > Edit Instructors

(TS Scheduled Offering ID: 4127

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

Title: Project Team Communication Skills
Instructers >
Segment: 2 (Project Team Communication Skills)

Locations .
Start Date/Time: 10/26/2010 08:00 AM America/New York

Materials End Date/Time: 10/26/2010 02:00 PM America/New York

VLS Settings

Return to Scheduled Offering

Add an Instructor to the Scheduled Offering Segment

= Required Fisids

Enter Instructor ID or add one or more from list

Instructor ID: [l !Enmary
¥ send Notification [¥ Check Conflicts m @

When finished adding
resources, select Return
to Scheduled Offering.

Note: Select Copy Resources
to All at the segment level to
copy the new resources to all
segments of the scheduled
offering.

4 'Return to Scheduled Offering

Add Equipment to the Scheduled Offering Segment

* = Reguired Fields
Enter Equipment |D er add one or more from list

Equipment ID:
¥ check conflicts m

Edit the Equipment for the Scheduled Offering Segment

Check Conflicts: ¥ [l E

Select AL J Deselect AL

Equipment

ID *start Time

MName * Start Date h:mm * End Date *End Time

{Type) MM/DD/YYYY A MM/DD/YYYY Dur. Remove
DVD1 i |10rz872010 Jos:00 An e |10r2872010 |3:00 PM 8.00 r
DVD Piayer (DVD) * Time Zone: IMenca.-‘NewYork (Eastern Standard Time) j
Leo ™ [iozseore | Josooam | [ [oeezon | [oscoem 6.00 r
LCD Projector (LCD) * Time Tone: Imenca.-'NewYork (Eastern Standard Time) j

Select All / Deselect Al

Check Conflicts: ¥ [l @
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Task D. Copy Scheduled Offering

Select the Summary tab
of the scheduled
offering.

Select Copy Scheduled
Offering....

Scheduled Offerings

= Search > Edit Summary

Summary o

Catalog
Chargeback Title: Project Team Communication Skills
Narg
Contacts Edit the Scheduled Offering
Sections that cannot be edited are not accessible. Access all sections in view mode.

Cost Calculation

Scheduled Offering 1Dz

Item:

= Reguired Fields

Cost Summary

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

) I e

Search | Add New | &

Bookmark

Set copy preferences by
checking associated
boxes.

Note: Select Help for
additional information on
each option.

Copy the Scheduled Offering

= Required Fields

Scheduled Offering 1D:
Title:
Start Date/Time:

Options:

4127

FProject Team Communication Skills

10F2572010 09:00 AM Americal/MNew York

[T Copy Group Instance

W Copy New Scheduled Offering to the catalog

[T Use item default segment day numbers

[T Copy to consecutive Days
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Select a copy frequency.

Select the first scheduled
offering copy start date.

Select Next.

Note: If you choose an option
other than Copy Single, enter
a scheduling frequency as
seen below. This determines
how many new offerings are
created and how frequently
they are scheduled.

© Copy Multiple-Weekly Based  Copy Multiple-monthly Based a

* New Start Date: [ [11152010 09:00 AM America/New York e

* Schedule On: @ Monday ¥ Tuesday P Wednesday ¥ Thursday ¥ Friday [~ Saturday [T Sunday

& Copy Single  Copy Multiple-Daily Based

[T Override adjusted registration cut-off date

——

Cutoff Date:

Time: Time Zone: | ﬂ

' Copy Single ' Copy Multiple-Daily Based % Copy Multiple-Weekly Based ¢ Copy Multiple-Monthly Based

* New Start Date: [T |11f'15~"2C'1C' 09:00 AM Americas/New York
Schedule everylz week(s)

& End after: |4 schedules
' End after: l"’ll

¥ Include Registration Cut-off Date

®

Confirm copy results.
Select Copy.

Search | &)

Scheduled Offerings

Copy the Scheduled Offering

Scheduled Offering ID: 4127

Title: Froject Team Communication Skills

Copy Group Instance: No
Copy New Scheduled Offering to the catalog: No
Use item default segment day numbers: No

Copy to consecutive Days: No

Mew Start Dates: 11/15/2070 09:00 AM America/New York
127172010 09:00 AM America/New York
12132010 09:00 AM AmericaNew York

1272772010 09:00 AM AmericaNew York

(7]
Send Notification: M @

Include Registration Cut-off Date: Yes

Once the copies are
created, you can access
them with the links on
the final screen.

Hewr Offering IDs and Start Dates: 4122-11/15/2010 02:00 AM AmericaMew York

-]
A
=]
]
[

@ 412812172010 0900 AM Amenca/Mew York
f A o

09:00 AM Amenica/Mew York

[
i

[

i

[ %]

[

[

2010 09:00 AM America’New York

-10 -
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Task E. Edit Scheduled Offering Notifications

Select the Notifications
tab of the scheduled
offering.

Summary
Catalog
Chargeback
Contacts

Caost Calculation
Cost Summary
Custom Fields

Iaterials

Notifications o

Pricing

Registration

Segments

VLS Settings

Scheduled Offerings

Search Add Hew = @)
» Search = Edit Notifications
Scheduled Offering ID: 4127

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

Title: Project Team Communication Skills

Edit the Scheduled Offering

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

Edit the Scheduled Offering Cancellation Notification for the Scheduled Offering

I e

User: |< label key="notification. ScheduleCancellation. StudentSubje

Supervisor: |<Iabel key="notfication. ScheduleCancellation SupervisorSt

Instructor: |< label key="netification. ScheduleCanceliation. InstructerSul

Other: |<labe| key="notfication. SchedwieCanceliation. OthersSuble

Body: |<LoOP: -
<label

key="nofification. ScheduleCancellation geText1"/><8ROLLUP_MESG=
</LOOP>

<LOOP=
<label key="nofification ScheduleCancellation. Message Text2" LI

I e

Scroll down to view the
notification you wish to
edit.

Note: You may edit the
notifications sent by the
following triggers:

- Offering Cancellation

- User Registration

- User Withdraw

- User Waitlist

- User Waitlist Removal
- User Pending Status

Select Preview to view
the notification.

Edit the Registration Notification for the Scheduled Offering
24 = e
User: I{Iab&l key="nectfication. Enrcliment. StudentSubject™/>
Supervisor: |<label key="notification. Enrcment. SupenvisorSubject™>
Instructor: I{Iabel key="noffication. Enrciment. InstructorSubject /=
Other: I<Iabf:l key="nectfication. Enrcliment. OthersSubject™ =
Body: |<LooOP: -
<label key="notfication. Enroliment. MessageText1"/><&ROLLUP_MESG=>
</LOOP=
=L OOP=
<label key="notification. Enrcliment MessageText2”
argl="<&ROLLUP_STUD_|D=" arg1="<&ROLLUP_STUD_MWAME="/> j
LY rose [ o crres [ s

In the notification body,
you will see syntax tags.
These indicate a
database value that is
included in the emails.

This note confirms your registration in the following learning activity:

<&SCHD-CPNT>
<&SCHD-DESC>

-11 -
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e To mOd.If.y th.e bOdy of B Fleacse read the following information carefully. =
the notification, locate <LOOP=
the body section and add <iabel key="nofification. Enroliment. Message Text1"/><8ROLLUP_MESG:
text. <LOOP>
<LOOP>
You may remove existing <label key="notfication. Enroliment. Message Text2” il
labels and tags, or add
text around the. [preview | Agaly changes | weset|

Select Apply Changes. Note: Click Help for more information on syntax tags and how to use them

in notifications.

To attach a document to Attachment for Registration Notification
the notification, click
Current
Browse to search for and Att )
achment:

select the document.

New Attachment: Browse... | e
@ Select Apply Changes.
Y o choes | st | Gl At

-12 -
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