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Job Aid: Registration Management

Purpose

The purpose of the Registration Management job aid is to guide you through the step-by-step process
of configuring registration parameters and registering users.

In this Job Aid, you will learn how to:

e Set Self Registration Parameters
Set Registration Approval Process
Register Users in an Offering

Add Slots to an Offering
Reserve Slots in an Offering

Change Registration Status of User

Register Users in an Offering — from request list

Task A. Set Self Registration Parameters

Note: Verify that the Admin tab is selected.
1. Navigate to Learning > Scheduled
Offerings.
2. Enter criteria to search for a scheduled
offering.
3. Click Search.

4. Click the Edit icon for the scheduled
offering.
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5. Select the Summary tab of
the scheduled offering.

6. Scroll down to the Edit the
Registration section of the
screen.

7. Enter a Registration Cut-off
Date and Time. For example,
06/01/2011 and 12:01 PM.

8. Set the Minimum and
Maximum Registration.

9. Click the Self Registration
checkbox.

10.Click Apply Changes.

1. Select the Summary tab of
the scheduled offering.

2. Select the Approval Process
ID from the drop-down menu.

3. Click the Approval Required
checkbox.
Note: You will not be able to
click the Approval Required
checkbox if the Approval
Process ID is not entered. If
you do not know the Approval
Process ID or there is not one
to select, move on to the next
step.

4. Click Apply Changes.
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r Summary

Cancelled Date:

Catalog
Chargeback
Contacts

Cost Calculation
Cost Summary
Custom Fields
Materials

Notifications

bt

Edit the Registration for the Scheduled Offering
Registration Cut-off Date: [*¥) Minimum Registration:

..... ]
Registration Cut-off Time: Maximum Registration:

(hhemmAMPN)  (1000,00 )

Time Zone: America/New York ¥

Published Price:  0.00 US Dollar (USD) (Default)

Registration Status: 4 of 50 enrolied, 0 waitlisted

Self Registration

Email confirmations to: [ users [] Instructors [] Supervisors [ Contacts

Apply Changes M Copy Scheduled Offering...
=l

Task B. Set Registration Approval Process

. Summary

Catalog
Chargeback
Contacts

Cost Calculation

Cost Summary

Apply Changes .EI Copy Scheduled Offering...
Description: ‘wgmnar ‘

Group Instance: G, l:l

Facilit: v

*Time Zone: | nercalLos Angeles (Pacfc Standard Tne) v| [ snowintis Tine Zone

rApprovaI Process ID:] ‘ v|

Approval Required: [

Contact:

VALU Contractor Support Team ‘
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1. Scroll down and select the
Registration tab of the scheduled
offering.

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

3. Complete the User ID field. Click
the add one or more from list link
to search for and select users to
register.

4. Select the user Registration
Status from the drop-down menu.

5. Select Email confirmations to
preferences.

6. Click Add.

Task C. Register Users in an Offering

Edit the Scheduled Offering
Sections that cannot be edited are not accessible. Access all sectons In view mode

[ Add a User to the Scheduled Offering Rrginralionl

Task D. Register Users in an Offering — from request list

1. Select the Registration tab of the
scheduled offering.

2. Scroll to the Add a User to the
Scheduled Offering
Registration section.

3. Click the add from request link to
search for and select users to
register. If there are users in the
request list, select a user and
proceed to the next step. If there
are no users in the request list, click
Back to Main Record.
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Enter Crara o 633 G . Vo Gan e o e reguBst bed. Ener sEver CHAFgEDAcK AGCountls) and Frice o an Grder Tiokel
Usor I Registration | ENROLL(Enmied) w Skat 1D v
Status:
Chargebach Price: Order Ticket
ount(s):
15 Doar(L |
Fmall confirmations to: [] User [ Instructor [ Supervisor [ Contacts m
Edit the Registered Users for the Scheduled Offering
There are currently ne registered Users,
Cost Caleulation
Edit the Scheduled Offering
Cost Summary Sections thal cannot be edited are nol sccesaiile. Access all vec lons in vew mude
Custon Fields Add a User to the Scheduled Offering Registration
Materials Erdar crilevia ¥ b one 1 sle ok o reumet et Enler sitver Charpeback Accounts} and Price or an Order Taket
Motifications |Uw| n: I[ Rugistration f enmo L Emies v Slot ID: v
Status:
Pricing .
i Chargetiack Price: Urder Ticket:
Account(s):
Reglstration s} L e
Segments " m— . ‘ G =g
Email confirmations to: | User [ Instructor [ Supervisor [ Contacts m
t Calculat 5 :
Edit the Scheduled Offering
Sections that cannot be edited are not accessible, Access all sections in view made.
Custom Fiald Add a User to the Scheduled Offering Registration
Motification User 1D: Registration | ENROLLIERroled) - ot 10: -
Status:
Fricing
Chargeback Price: Order Ticket:
A (s}
[ Ragistration I CCountis) : US Dolar(Ll! %
Segments
e Email confirmations to: [ User [ Instructor [ Supervisor [ Contacts m
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4. Select the user Registration

Status.
5. Select Email confirmations to C
preferences. i

6. Click Add.

Specify Users To Register

Lsiarn 44 / Desiert &4

Task E. Add Slots to an Offering

1. Select the Registration tab of the
scheduled offering.

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

3. Click the Search icon to search
for and select the organization
requesting the reserved slots.

Cost Calculation
Cost Summary

Custom Fields

4. Complete the Number of slots Materidls
f|e|d Notifications
5. Click the Email confirmation to Pricing

the Organization checkbox if

| Registration t} Edit

[Add Slots to the Scheduled Offering[

= Required Fields

* Organization * Number of Slots: [
D: Ao

Reservation m 51002011 Registration Status: | ENROLL{Enroled) v
Date:
Reservation  |1208 M Price Per Slot: |ggg
Time: 000,0
. US Dolar(U: ¥
Time Zone: imericalNew York (Eastem Standa ¥ Chargeback Account(s):

desired.

Segments

|
[ D Email confirmation to the Organization W

6. Click Add.

Task F. Reserve Slots in an Offering

1. Select the Registration tab of
the scheduled offering.
2. Scroll to the Add a User to the

Cost Summary

Custom Fields

Scheduled Offering Mt\
Reglstra'uon Sectlon Of the Notifications
Pricing

screen.
3. Click the add from request list
link to search for and select

Segments

| Registration

rAdd a User to the Scheduled Offering Registration I

Enter criteria or 2dd one or more from fist You can alsp a

nter either Chargeback Account(s) and Price or an Order Tickat.
User ID: Registration | ENROLL(Enroled) v Slot ID: v
Status:
Chargeback Price: Order Ticket:
Account(s): 000,001.0 FRe—
dit o
Email confirmations to: [J User [ Instructor [ Supervisor [ Contacts ﬁ

Edit the Registered Users for the Scheduled Offering

users to register.
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No

Select the user Registration
Status from the drop-down
menu.

Select the Slot ID from the drop-

down menu.
Click the Add checkbox.

Select Email confirmations to

preferences.
Click Add.

Select the Registration tab
of the Scheduled offering.
Scroll to the Edit the
Registered Users for the
Scheduled Offering section
of the screen.

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

Select a Registration Status
from the drop-down menu.
Change any other registration
data, add comments, or
select notification options.
Click Apply Changes.

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.
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Specify Users To Register

Need
By
User rRegis(ranr\ Status l pate [siorin )
y

KRAUS.NANCY0918 | ENROLL (Enroled) v
KRAUS, NANCY J

Chargeback Price (3]
Account

v 0.00

Edit

Email confirmations to: L] User [ nstructor [] Supervisor [] contacts

Select Al / Dessiect Al

OrderTicket | Add
US Dolar(USD) ¥ | O

Select Al / Dessiect Al

Task G. Change Registration Status of User

[Edit the Registered Users for the Scheduled Offering I

Cost Calculation

Cost Summary

Registration

User Org ID Status o Slot ID Chargeback
Custom Fields USEROT, TMS  VALLL12341000 ENROLL Account(s):
Materials U {Enrolled) Price:
- TMSUSERD1 5/10/2011 12:36 currency ID:
Notifications PM Order Ticket:
America/MNew Edit

Pricing

Registration D
.|

Segments

VLS Settings

Email confirmations to: [] Users [ Instructors [] Supervisors [ contacts

Remove associated item from the learning plan

Salect All / Desslect A)

Send Hotification
Shipping
nformation  Segment

Recorded Attendance  Select

No 0/3 =

Send Hotification

Edit Registered User Details for Scheduled Offering 601850

User ID:
Slot ID:

Registration Status:

Registration Date:

Registration Time:

Time Zone:

TMSUSERD1

ENROLL{Enrole |

[ |sr1oi2011

12:26 PM

Amenca/Mew York (Eastern Standard Time)

User Name:

USERO1. TMS T

Comments:

Send confirmation notification to:

[1 user [ instructor [[] supervisor [] Contacts

Apply Changes | Reset
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6. The user’s registration status
has been changed.
Note: If a user’s status is
Waitlist, the place on the
waitlist will be indicated (for
example, 1 of 3).
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USERDT, TMS T
TMSIISERDT

Smith, Joe
DAI_USER_O4

WALLL 12341000

WAITLIST
(Waitlisted
1/3)

BT T0r20TT
12:26 PM

Americal/New

ork

WAITLIST
(Waitlisted
2/3)

571072017
12:34 PM
Americal/New

Mo 0/3

Mo 0s3
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