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Create a Class and add Users

Before You Start;:

IMPORTANT:

Classes are used to group a bunch of people together for the purpose
of assigning learning and assessments. They should always be set up
for SABT and IOIBT.

Select Learning from the main
menu.

Group Instances
Curricula
ments

nnaire Surveys
Communities

items Search = Add New Help

Search saved Searches &

Enter a value for each field that you want to use to fiter your search. Some fields alow you to select from a list of values.
You can also add or remove search criteria to further refine your search.

Case sensitive search:  yes O No
Item Types: IStarLs With - Y

Item ID: Starts With vI

Select Classes from the left sub-
menu.

Item Title: Starts With _I
Home User Management Performance Learning Commerce Content Reports System Admin
Items Classes Search = Addt
search save

] nnaire Surveys
Communities

Enter & value for each field that you want to use to fiter your search. Scme fields allow you to select from 2
“You can alse add or remove search criteria to further refine your search,

right side of the Class Search page.

Group Instances
Curricula

Reguirements

Case sensitive search:  ves % No
Tasks
Tt Class ID: IS!BI‘LE With vl
lesourc [ | ——
Home User Management Performance Learning Commerce Content Reports System Adn'n'n"’g
Items Classes @
. - Scheduied Offerings
Click the Add New link on the top o cearch Saved searches &

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 values.
You can also add or remove search criteria to further refine your search.
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Enter a Class ID and Description.
All classes must be named following
the standard convention:

Zl | Ex-SABT XXXX

ALL CAPS, no dashes, one space
and the class number will replace the
Xs.

* = Required Fields

* Class ID:
Description:
* Domain:
Curriculum:
Max Size:

Start Date:
(MM DDA

End Date:
(MM DD

4 (saBT 1234

Q, [puBLic

Select the correct Domain.

Tip: Your Domain is based on your
5 . program office, for example, BASIC
applies to all basic training at the
Academy.

Add New Class

* = Required Fields
* Class ID:
Description:

* Domain:
Curriculum:

Max Size:

Start Date:
(MM DD )

End Date:
(MM DD )
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" Class D SABT 1234
Description:
You may use the beginning and end * Domain: Q [pasic
Qate fields _|f it is useful to_ you, but it curriculum: Q,
is not required. Some training
6 . programs use it as the start and end Max Size:
date of a training program such as 1004 6
e 23 (0210172011
end [ﬁte . (7 oarz0r2011
* Class ID: SABT 1234
Description:
* Domain: Q, [pasic
Curriculum: Q
Click Add. Edit information on the Max Size:
7 tabs of the class record as 1000 —_—
- necessary. StEf_'t[[_’[E_‘tE: (2 [o20122011
Enﬁ' [Ea[te _— E} 09/25/2011
7 esel
Offerings I Register Rules I Users I Custom Fields 1
Edit the Class
* = Required Fiel:I58
Description Mowvember 1, 2010 — February 17, 2011 >
In the Description field, enter the * Domain: e
dates for the entire SABT or IOIBT Curriculum: Q
8 training. Ex. November 1, 2010 — Mo Size:
- February 17, 2011. Make sure to L |
click Apply Changes. Start Date: -
DD
End Date:
ndate: @

‘ Apply Changes ’esel Delete

Class Location Report | | Class Progress Report
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Adding Users:

1 To add users, select Learning from
. the main menu.

Perk]rlnammeme Content Reports System Admin

Home User Management

\_/

ltems items
Scheduled Offerings

Search Add Mew Help

Search Saved Searches &

Enter a value for each field that you want to use to filter your search. Some fiekds allow you to select from a ist of values.
You can also add or remove search criteria to further refine your search
Questionnaire Surveys

Communities

2 menu.

Case sensitive search:  ves & No
Tasks
Item Types: m A 4
Home User Management Performance Learning Commerce Content Reports System Admin
emn Classes Search Add Mew
Select Classes from the left sub- o, erings

Classes Search Saved 5¢

Enter a value for each field that you want to use te fiter your search. Some fields allow you to select from a st
You can also add or remove search criteria to further refine your search

Requirements

Questionnaire Surveys

Communities Case sensitive search: ™ ves % No

3 Enter the Class |D or other criteria
- and click Search.

Enter a value for each figld that you want to use to filter your search. Some fields allow you to select from a list of values.
You can also add or remowve search chteria to further refine your search.

Case sensitive search:  ves % Ng
Class ID: Starts With SABT 1234

——
Description: Ismng With vl 3

Add/Remove Criteria e

ave As | Reset

Click the edit icon to the right of the
/] | desired class. The edit class page
displays.

Class ID = 4

SABT 1234

Description
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5 ) Select the Users tab.

e

Edit the Class

5
Offerings I Register Rules Custom Fields

Enter User ID or add one or more from list.

Add a User to the Class

Create and Add Mew User...

User [D:

Enter the User ID if known and Click
Add.

6 . IMPORTANT: User IDs are case
sensitive and must be entered in all
caps.

Summary I Offerings I Register Rules Custom Fields

Edit the Class
Add a User to the Class

Enter User ID or add one or more from list.

User ID: MMROMERD

Update the Users for the Class

Create and Add Mew User__

« @

If the user ID is unknown, Select the
7 Add One or More From List link

. and Search users by first and last
name.

[ Summary I Offerings I Register Rules Custom Fields

Edit the Class

Add a User to the Class

7 Create and Add Hew User...

User 1Dz MMROMERO

Update the Users for the Class

Enter User W or add one or more from list.

Select the Add box next to the
8 . desired user and Click the Add
button to add the user to the class.

Continue adding users until all of
your users have been added to the
class.

User ID Name

MMROMERD  Romero, Mario M
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