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Job Aid: Create a Scheduled Offering

Purpose

The purpose of the Create a Scheduled Offering job aid is to guide you through the step-by-step
process of creating and editing a scheduled offering. Related terminology is provided.

In this Job Aid, you will learn how to:
e Create Scheduled Offerings
Add Additional Segments
Add Additional Resources
Copy Scheduled Offerings
Edit Scheduled Offering Notifications

Terminology:

e Scheduled Offering: A scheduled offering is an item or activity scheduled for delivery on a

specific date and time.

e Segment: Unit of division of an item offering based on a duration that facilitates variable

resource scheduling.

Task A. Create Scheduled Offering

Note: Verify that the Admin tab is selected.
1. Select the Learning tab.
2. Click Scheduled Offerings. The
Schedule Offerings screen appears.
3. Click the Add New link. The Add
New Scheduled Offering screen
displays.

4. Click the Item radio button under Select a
Type.
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5. Use the drop-down menu to select
an Item Type (by default the Item
Type and Title fields will be
populated once an item is selected).

6. Click the Search icon to select an
Item ID.

7. Complete the Description field with
information about the Scheduled
Offering.

8. Enter the appropriate Domain
(VALU).

9. Select the Facility from the drop-
down menu.

10.Use the Calendar Preview to
determine available dates. The
facility’s holidays and non-working
days are blocked out.

11.Under Set Up the Segment, click
the Calendar icon to select a Start
Date.

12.Enter a Start Time.

13.Use the drop-down menu to
change the Time Zone of delivery,
if necessary.
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1. Identify the Scheduled Offering

[~ Calendar Preview

© ¢ byt

Swday | Moday | Tuesdsy | Wednesday | Thursday

+ ltem Type: ‘DOD

*tem D: G

+ Domain: ©,

Title:

Facility:

ADVANCE-001 (Hiton Miami Downtown; 1601 Bscayne B ¥

3. Set Up the Segment

+ Start Date: [7] select Date

MM/DDIYY YY)

* Start Time:
(hh:mm AMSPM)

* Time {one:

4. Select Resources

Primary Instructor: 8 |o |10 11 [12 [13 [12
Primary Location: 22 (23 |24 |25 |26 |27 |28

Equipment:

r

/= Calendar, - Windows Int... |Z El[‘>__<|
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29 |30 (31
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14.Under Select Resources, use the
Search icon to search for and select a
Primary Instructor or leave blank.

15.Use the drop-down menus to specifiy the
Primary Location and any Equipment
or leave blank.

16.View the calendar again. The facility’s
holidays and non-working days are
blocked
out.
Note: The Resources icon illustrates
other
dates when resources are already
allocated.
Conflicts are denoted with a Conflict icon.

17.Click Next. If there are conflicts, a warning

message displays. Click No to go back to

resolve the issue, or click Yes to continue.

3. Set Up the Segment

» Start Date: [ (osr22/2011
* Start Time: 09:00 AM

# Time lone: America/New York (Eastern Standard Time) |+

4., Select Resources

Primary Instructor: @, &8

Primary Location: w

Equipment: | %

18. Add the scheduled offering to a

Related Catalog by clicking the i

Search icon to search for and select
a catalog.

ousd Gspy ine Schedulad OMforing D users, CaL0GS &7 LBed 12 delemming WHicH LBSTS Bee What Schedusd cfferng o Wil Beiect onty from The kst of Casiogs tnat

19.1f the item resides in a catalog, it
will already be listed. Click the
checkbox under the Add column.

20.Click Add. Test

WALU-

Add Item To Catalogs

Catalog ID

STANDARD

Add
Select All / Deselect AL
Description Add
Test 1
WA Learning University Catalog

Select Al / Deselect Al

21. Confirm results and click Next.

List of Setecbed Catalogs

VALU-STAMDARD

Casniog Description
VA Learning University Catalog Fenove
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22.Click Submit to view the
scheduled offering record.

Add New Scheduled Offering

Resvern e Sumemary of o g o nee adsng o

rysiem H you are natiafied wan dain that

Tithe; DFAS
Description:  Example 1002
Identifier:  DOD 1304950
Schedule Segments Infarmation:

22011 0500 AM GIE2I2011 0100 Pw

Task B. Add Additional Segments

1. Continue with the same

screen from Task A Step 18.
2. Click the Segments tab.
3. Click the Edit icon.

4. Scroll down to view the existing
segment(s). Choose a segment
to copy and click Copy Daily
Segments.
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* = Required Fields
Cost Calculation
Add a Segment to the Scheduled Offering

Cost Summary

Custom Fields

(hhzmm AR/PH) (hhzmm AM/PM)
Netifications + Time Zone: ‘Amenm:‘Neanrk (Eastern Standard Time) v|

Pricing Primary Instructor: Q[ |

Registration

Primary Location:

Segment Description: [

Segments

VLS Settings Send Notification [¥] check Conflicts

B

Segments

Segment 1

+ Start Date: m 612272011
(MMDDIYYYY)

09:00 AM

+ Start Time:
(hh:mm AM/PM)

{hh:mm AMPM)

+ End Date: m 612212011
(HDDIYYYY)
01:00 PM

* End Time:

* Time Zone: |Amariw'NewYork (Eastern Standard Time)

]

prinary Q[ ]

Instructor:

Segment  [DFas |
Description:

Primary
Location:

Record Attendance Copy Resources to All | Copy Daily Segments
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5. Complete the Number of Times
to Copy field.

6. Click the Check Conflicts and/or
Send Notification checkboxes.

7. Click Copy.

1. Continue with the same

screen from Task B, Step 6.

Segments for the Selected Date

Seg# Segment Start Date/Time
6/22/2011 0%:00 AM America/New

1 DFAS
York

End Date/Time

York

Check Conflicts: Send Notification Copy @

6/22/2011 01:00 PM America/New

Location  Instructor

]

Task C. Add Additional Resources

2.

For the segment (for
example, Segment 1) to which
you wish to add resources, click
Edit Resources.

Select the tab corresponding to
the type of resources you wish
to add. For example, select
Locations.

Click the add one or more
from list link to search for

and add additional resources.

When finished adding resources
or if there was nothing to add,
click Return to Scheduled
Offering.

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

Segments
Segment 1 rRemove [
« Start Time: * End Time:
hhimm AMSPM) hhimm AM/PM)
* Time Zone: |AmantaiNawYorK (Eastern Standard Time) V|
primary @[ | primary
Instructor: Location:
Segment [oFas |
Description:
. ™ -
Locations * = Required Fields
. Enter Lecation 1D orjadd one or more from lis
Materials )
VLS Settings
Check Conflicts m M
Scheduled Offering ID: 613850

Item:

Title:

Segment:

Start Date/Time :

End Date/Time :

DOD 1304950 (Rev 1 - 4/27/2010 04:24 PM America/New York)

DFAS
1 (DFAS)
6/22/2011 09:00 AM America/New York

6/22/2011 01:00 PM America/New York

Return to Scheduled Offering
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Task D. Copy Scheduled Offering

Talent Profile: Accessing

1.

2.

Select the Summary tab of

. Edit the Scheduled Offering

the scheduled offering.
Click Copy Scheduled
Offering.

Summary
Sections that cannot be edited are not accessible, Access all sections in view mode.
Catalog
= Required Fields
Chargeback
e e R B
Contacts

Set copy preferences by
clicking associated checkboxes.
Note: Click Help for additional
information on each option.

Select a Copy Frequency. For
example, select Copy Single.
Enter a New Start Date for the first
scheduled offering copy start date.
Click the appropriate checkbox for
the Schedule On day.

Click Next.

Note: If you chose an option

other than Copy Single, enter a
scheduling frequency to determine
how many new offerings are

created and its schedule frequency.

Confirm copy results. Click Copy.

Copy the Scheduled Offering
= Required Fislds
Scheduled Offering ID: 613850
Title: DFAS
Start Date/Time: G6/22/2011 09:00 AM AmericaMNew York
Options:

[] Copy Group Instance

I Copy New Scheduled Offering to the catalogl

[ uWse item default segment day numbers

[] Copy to consecutive Days

| ® Copy Single | O Copy Multiple-Daily Based O Copy Multiple-Weekly Based O Copy Multiple-Monthly Based

* New Start Date: ["][omt12011 |09:00 A AmericasNew York

+ Schedule On: | [V] Monday | Tuesday [ Wednesday (] Thursday [ Friday [] Saturday [ Sunday

Copy the Scheduled Offering
Scheduled Offering I: 812880

Title: OFAS

Copy Group Instance: No
Copy New Scheduled OUffering to the catalog: Yes
U item defaull segment day numbiers: No

Copry to consecutive Days: No

Hew Start Dates: 7/11/2011 09:00 AM AmericaMew York

Include Registration Cut-off Date: Yes

Send Hotiication: [ -l
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Task E. Edit Scheduled Offering Notifications

Talent Profile: Accessing

1.

2.

Select the Notifications tab of
the scheduled offering.

Scroll down to view the
notification you wish to edit.
Note: You may edit the notifications
sent by the following triggers:
Offering Cancellations
User Registration
User Window
User Waitlist
User Waitlist Removal
e User Pending Status
Click Preview to view the notification.
Syntax tags are displayed in the
notification body indicating a
database value included in the emails.

To modify the body of the notification,

close the window to go back to the previous
: p | E— —

screen. Make changes in the body as
appropriate.

Edit the Scheduled Offering

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

Edit the Scheduled Offering C. Ilati it ion for the Scheduled Offering
e e
Summary User: | <iabel key="noffication. ScheduieCancetat ]
Catalog Supervisor: | siabel key="noffication ScheduieCancataton. SupervisorS|
Chargebacl Instructor: |<abel key="noffication SchedueCancetation |
Contacts Other: [ aabel key="notfication ScheduieCancataton.O ]
Cost Calculation Body: [This note confirms the canceliation of the folowing learning activity, for which efther you of one of your &

subordinates was registered
Cost Summary

<&SCHD-DESC»

Custem Fields

The schedule is as follows: v
Materials
— Apply Changes.
Notifizations > T

You may remove existing labels and tags,

or add text around them.
Click Apply Changes.

To attach a document to the
notification, click Browse to search for
and select the document.

Click Apply Changes.

Attachment for Scheduled Offering Cancellation Motification

Current
Attachment:

I Hew Attachment: Browse... |
R xoow cranses | wsec | cew e Axacrmens |
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