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Set-up and Manage Scheduled Class
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Built into AbilityLMS is a dynamic calendar-driven scheduler called Master Schedule. It is used to add

instructor-led classes, activities and special events.

In order to add an in-person or online event, there must be an existing course. Contact the Ability

system adminstrators for assistance at training@ora.msu.edu.

Add a Class to the Master Schedule
Remember that Learners can ONLY review the scheduled training events if they are assigned to the

associated Catalog and/or Learning Track.

Home

My Menu

Manager Menu

Course Search Resources

Manager Tiles

E All Locations ¥ se*"‘\'l"i| Go | reset | B0
«« Previous May v wia_v | G | Nextr
Tue Wed Thu Fri
Apr 30 1 H 3 4
9-20AM  Introduction to
Computer Programming
T
Calendar
14 [ All Locations ¥ 599”‘1| | | Go | |Hese1 |£!F‘b E0
2
05/0212018 9:204M-11-00AM EST
05/02/2018  |ntroduction to Computer Pregramming TED Active - Open Seats 12 Instructor Led
28

Showing 1 - 1 of 1 records

Here is the process for adding a new training event to the Master Schedule:

1. Click on ADMINISTRATION | MASTER SCHEDULE. Choose TRAINING EVENT (or SCHEDULED

EVENT) and click on the Green Plus (+) icon to add an event.

Master Schedule

[__Training Event v I%% = All Locations ¥ | Search: | | | Go | | Reset | E0
- -« Previous May A 2018 ¥ | Go | Next »
Mon Tue Wed Thu Fri
Apr 30 1 2 3 4

9:00AM  Infroduction to
Abilityl MS
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2. Enter any part of the Course ID or Title to filter by a keyword or number. Otherwise, left both
fields blank and click NEXT to search from a list of available class containers.

Add Training Event Wizard

This wizard walks you through the steps of adding a new Training Event to the Master Schedule.
The first step is to select the Course upon which the Training Event will be based.
You can enter a partial value and all matches will be returned. To list all Courses, click the Next button.

Course ID |

Course Title | |

3. Select the target class title and set all of the required values associated with the training event.
Keep in mind that these settings can be adjusted later, if necessary. Press NEXT to continue.

Select and Configure the Classroom Training

There were 1 class tities that matched your filter(s)

= Select the target class title from the list. Only one titie can be selected.
« Set the time and location, as required.

Press NEXT to continue

"Courses | (CLS002) Introduction to Computer Programming v |

“Start Date | 07/27/2018 | ==

*Start Time 08 v 0o - AM ¥

*Course Unit
Type ID Instructor Led v
Time Zone ID Eastern Standard v

*LocationKey | M Hall (BLD001) v

Room None selected v
“None selected -
Demo2, Trainer

Trainer, Sample

Trainers

|« Show all trainers |

Class Directions

0 characters typed so far

3 23 5
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4. The final step is to confirm the creation of the scheduled class. In the illustration below, the
option is selected. Press NEXT to complete the process.

Add Training Event

Complete Scheduled Classroom Training Process
The Training Event has now been added to the database with a lemporary stalus. Now choose to

om Training evenl 1o the Schedule and exit the wizard
room Training event to the ler Schedule and proceed fo the

room Training event to the M; Schedule and proceed to the

Select an option and then click NEXT to compiele the process.

I = Save the class and exit the wizard I
Next Action Save the class and jump to the Class Enroliment wizard
Save the class and jump to the Marketing Email wizard
Exit the wizard without saving the class

5. Theclass is created and opens to the associated Properties tab. The settings assigned to the
class was cloned from the class container. Adjust the CLASS TITLE, especially if the Course
(Container) Title is generic, as well as the SIZE and DURATION, as needed. Press SAVE when
appropriate.

first

i 1 64,5000
“Coure Tow [ TR b Ciry - i = 5 M

PRplading Lo Class Tiitle l Introduction to Computer Programming - Javascripts ||
s 700 | pciacion 10 Compuer Proganewq - i p— -

e 1 o Py ey

“Cama Dacrgtion

£ Chaaciers frpend i
T N fenaduied Clairsom Traneg
TErvtrent Rkt D | Uner can et - Cpen Eamament
TS D gr TN
et T oA
“End L graaens ini i
e e i Minimum Class Size | 3 |
“Lresaret Open Due | 2o ®

Aiaert Cena G = *Maximum Class Size | 1p

Wi e 500 | 3 |

s Cama 550 | 13 = *Waitlist Size 27|

vt See | 3

Dunn | 129

Duration | 150

o Dewsorn.

S e ey P o
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Class Enrollment
L. . Home My Menu Course Search ~ Schedule , Resources  Manager Tles  Manager Menu
The scheduled training event, as illustrated fomoan

now displays in the CALENDAR® page, available & i s o | [ neset |ED

| « Previous July | s v | oo Next >

to all Learners assigned to the associated —= = = s ™ " =

1 H 3 4 L] L1 7

Catalog or Learning Track, where the class

container was added as a course.

2 k] 4 E-] % o m

B.00AM  Fas Track to BO0AM  [niroduction 1o

. . RS e
When a Learner clicks on the Class Title on the % - : - = .
Calendar, the corresponding Course Home - - . - - — .

Page is opened, revealing the ENROLL link. The
Learner clicks on the ENROLL button to start the process.

Introduction to Computer Programming

Your current status for this Course

Course SRR i
Description: " 1o Computer Progr: ¥ Status: Not Taken
Duration: 1.50 Days Valid: Non-expiring

The following classes are avallable (* denotes equivalent):

Start Date Location Venue Event Name Status Seats Action

Introduction to
07/2712018 8:00AM  Messer Hall Computer Active - Open Seats 12
Programming

History  Documents (None)

Learning Track Date Assi d Required Date Due Status

Custom Learning Track 05/02/2018 Yes Not Taken

The Registration Box opens, displayed all of the class details. The final step to completing the enrollment
process is for the Learner to press the REGISTER button.

! The menu item ‘Calendar’ is a standard term used by MaxIT. However, there are alternatives replacement labels
requested by clients that best reflects their culture, save as SCHEDULE or MY TRAINING SCHEDULE.
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Introduction to Computer Programming (CLS002)

Scheduled For 07/27/2018 Time 8:00AM EST
Register By 07/26/2018 Class Status Open
Class Size 10 Available Seats 10
Duration 1.5 Hours Cost N/A
Sesuon Session N Deli Location Vi Date Start End Instructi
Nasiber ssion Name ivery ocation Venue a n nstruction
1 Introduction to Compu:er Programming - Part InStLr:gtor Mﬁi?ler hsi:; 07/27/20188:00AM11-00AM

Instructors + Max Trainer

Close Window

A confirmation message now displays inside the Registration Box. Click CLOSE WINDOW to complete the
process.

Classes

Enroll in Training

+ Course Title: Introduction to Computer Programming
« Course Id: CLS002
You have been successfully enrolled into this course

To add to your calendar click Here. If a wamning prompt displays, click the "Always accept files of this type" to prevent the warning
message appearing in the future. Click Open to have the event be added to your Calendar.

Please indicate if you have any special requests or requirements in connection with this enroliment:

0 characters typed so far

Close Window
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When the Learner refreshes the Course Home Page (F5+CTRL), the STATUS changes to ENROLLED.

Introduction to Computer Programming

Your current status for this Course
Course

Description:  'ntroduction to Computer Programming e
Class Start Date: 07/27/2018
Duration: 1.50 Days Valid: Non-expiring Class Start Time: 8:00AM
The following classes are (* denotes eq 1)
Start Date Location Event Name Status Seats Action
A : Infroduction to Computer .
071272018 8:00AM  Messer Hall ool Active - Open Seats 11

History  Documents (None)

Learning Track Date Assigned Required Date Due Status
Custom Learning Track 05/02/2018 Yes Not Taken

TIP: Note in the illustration above that the CANCEL link is NOT displayed. That is because this option is
not set to YES inside the corresponding class container. Open the COURSE PROPERTIES, locate the USER
CAN CANCEL IF ENROLLED/WAITLISTED? Option and set to YES. Save the changes.

*Course ID cLS002

“Class Title l Introduction to Computer Programming

*Record Status ID | Active v

EH

Date Last Changed[ 05/02/2018 | e

Training Area | None Selected v
“Class Type | Scheduled Classroom Training v
*Class Activity Type | Instructor Led v
*Multi-Session Class? @ No ) Yes
Show In Storefront @& No Yes

Category ID

*Class Description

*Enroliment Rule ID

Information Technology v

Introduction to Computer Programming

0 characters typed so far

User can Enroll - Open Enroliment

Days Valid |
*User can cancel if Enrolled/Waitlisted? No @ Yes I
User can pn’nt Certifcale @ No Yes
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Go back as the Learner and open the corresponding Course Home Page for the scheduled training event.

Notice that the CANCEL option now appears.

My Enroliments

8 online enroliments
1 classroom enroliments ™

Introd to Comp Annual Training ReportR... 02 Courses
Click to see enroliments. e oL el Delivery. On-Line courses Delivery: On-Line courses

Duration: 1.50 Duration: Duration: 1.00

Status Date: 07/27/2018 Status Date: 06/25/2018 Status Date: 06/22/2018

Status: Enrolled Status’ In Progress. Status’ In Progress.

Home  MyMenu  Course Search

Course d e B
Description: = x dhiny -

Duration: 1.50

Please if you want to Cancel this enroliment

Days Valid Non-expiring

The following classes are ¢

Start Date Location Event Name Status
" : Introduction to Computer
0772772018 8:00AM Messer Hall Programming Active - Open Seals

History Documents (None)

Date Assigned
05/02/2018

Required
Yes

Learning Track Date Due

Custom Learning Track

Back To My Enroliments

Batch Enrollments

‘Your current status for this Course

Status: Enrolled
Class Start Date: 07/27/2018
Class Start Time: 8:00AM

Seats Action

1

0

Status
Mot Taken

Managers and System Administrators have an option to assign participants to any Training Event using
Master Schedule. Keep in mind that Managers are limited to adding Learners who report directly to
them. Open the Master Schedule page and click on the class training event to view the options.
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1. The EVENTS WORFLOW tab opens, the key page for managing the various options for the
opened training event. In the illustration below, notice there are two links for accessing the
same ADD PARTICPANTS wizard.

Course ID CLS002 Courze Title | duction to Ci Prog
Start Date 07/27/2018

Enroll Link: hitps.& e

y PTMLasp
m Trainers | Class Participants | Event Workflow m Allocate Seats | Class Documents | Event Log Viewer

Add Participants
Print Class Roster
Print Blank Roster
Name Badges

Email Participants
Cancel Event
Reschedule Even
Copy Scheduled Class
Update Class Event

2. For this example, click on the PARTICIPANTS tab. The grid page is empty as no one is assigned.
Click on the Green Plus (+) icon to add people to the class.

[Propecties | sessions | raimers | Meat Choices Participants | Event Workfow] Event Aut | Aicate Seats | Ciass Documents | Event Log View:
Calendar Participants

SR cot)

are no records matching the selection criteria

Leamer Name Reverse | Email Address Status Date Action Code Name

There are no records to show

Pg9
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3. Use the form to identify the Learners to assign to this class event. Working from left to right, in
this example, SAMPLE is entered into the NAME filed and the FIND QUALIFYING LEARNERS
button pressed. Names meeting the filter criteria display inside Column 2. Hold the CTRL key and
select the target Learners. When ready, click the right-arrow button to move the selected names

to Column 3. Finally, press NEXT to contiue.

Scheduled Class Event Enroliment — Choose Participant(s)

Enroll people in this scheduled training by making selections in these three columns:

1. Column 1 — Enter a Leamer ID or Name to locate a single person, or select one or more filters to identify groups of people by Title, Department

or Location. Click FIND QUALIFYING LEARNERS to display lists inside Column two.

2. Column 2 — Those people meeting the search criteria are dispiayed here. Hold down the CTRL key and use your mouse to select multiple

names. When ready, click the RIGHT arrow to move the selected names to Column 3.

3. Column 3 — These are the names that will be selected. Click on any name and the LEFT arrow to unselect. To continue, press the NEXT button.

Scenario: Select on criteria v
Learner ID
Learner Name
Reverse Sample
v Active
Record Status ID inactive
Any -
Learner Title ID
Any -
Learner
Department ID
Any
Learner Location
Key
Flexi-Groups MNone selected v

r

Find Qualifying Leamers

Resel Search

Search results (7)

Demo104 Demo, Sample104 (-)
Demo204 Demo, Sample204 (-)
Demo107 Sample107, Demo ( - )
Demo108 Sample108, Demo ( - )
Demo109 Sample109, Demo (- )

TRNOO3 Trainer, Sample ( - )

Next

Selected

|| Demo103 Sample3, Demo ( - ) ~
Demo109 Sample109, Demo ( - )

|| Demo108 Sample108, Demo ( -
Demo107 Sample107, Demo ( -
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4. The select list of Learners is displayed. The UPDATE THE CLASS ROSTER AND EXIT THIS WIZARD
is selected and the NEXT is pressed to complete the process.

Add Participants

Enroll Participant(s) in Class

Below is a list of the selected people to be enrolled into this class.

= Click the BACK button to modify the list of selecled people.
« To continue, select one of thet two options to update the class roster.

Click NEXT to complete the enroliment process.

Sample107, Deme (Demo107)
Sample108, Demo (Demo108)
Sample109, Demo (Demo109)

Leamers |
« Sample3, Demo (Demo103)

Update the class roster and send e-mail confirmations
[ 5 Update the class roster and exit this wizard |

Cooo [ e e ]

5. The list of selected people now displayed, in addition to anyone else that was previously
enrolled into the training event.

 sessions | Class Participants | Event Workfiow | Event Auit] Event Log Viewer

Class Participants

LRI = Haoll ot

LeamerID |Learner Name Reverse Email Address Status Name Action Code Name m
MX001 Malijan, Haziel malijanhaziel@gmail.com Enrolied 07/27/2018 Approved 0 x
Demo107 Sample107, Demo marroyo@maxit.com Enrolled 07/27/2018 Approved ﬂ xX
Demo108 Sample108, Demo demo108@test.com Enrolled 07/27/2018 Approved 0 x
Demo109 Sample109, Demo demo109@test.com Enrolied 07/27/2018 Approved ﬂ xX
Demo103 Sample3, Demo Enrolled 07/27/2018 Approved B x

Showing 1 - 5 of & records

Pg 11
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Class Roster and Badges

AbilityLMS provides and option for Trainers and System Administrators to print a roster of those
registered or enrolled into a class, as well as print Name Badges or tags. Start by opening Master
Schedule and clicking on the target scheduled class training event.

1. From the EVENT WORKFLOW tab, click on the PRINT CLASS ROSTER link. A new tab or window
opens to display a list of registered Learners and a column for their signature once the class

starts.
Course 1D CLS002 Course Tille 1o Computer
Start Date 07/27/2018
Ervelt Link hatps UnandboxPD1E skilitybms. con! sarmeriel PTM.
[roperes | sesions | Tines | cias Partcgant  Event Workton | Event Ava | Aot Sests | ciss Documerts | vent Log iwes
Print page
Add Participants
Prin _:\'.
G b I I Ity Training Attendance Sheet
Print Blank Roster
“ Egﬂ LEARNING
B B \ e o Course |D; CLS002
Course Title: Intr toC Progr
S Evenl Start Date: Friday July 27, 2018 Start Time:  8:00AM fo 11:00AM
Reschedule Event Location Name:  Messer Hall Trainer Max Trainer
Copy Scheduled Class Name Status Signature
Update Class Event 1 Malijan, Haziel Enrolied
2 Sample107, Demo Enrolied
3 Samplel08, Demo Enrolied
4  Sample109, Demo Enrolied
5 Sample3, Demo Enrolied
6
7
&
9
10
1
12
13
14
15
16
17
18
19
20
21
2

2. There s a link just below entitled PRINT BLANK ROSTER that opens a blank roster that only
includes the related class details.

Course ID CL5002 Course Title toC Py
Start Date 07/27/2018

Enroil Linec hittps: blity hm: PTMLasp

mm Class Participants | Event Workflow m Allocate Seats § Class Documents | Event Log Viewer

Add Panicipants
Print Class Roster

Email Participants
Cancel Event
Reschedule Event
Copy.Scheduled Class
Update Class Event

Pg 12
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3. Just below is the NAME BADGE link. Click this link and the list of name badges display in a new
window. These badges are laid out to fit standard labels found in most office supply stores.

- — ™ ™ — -
Haziel Malijan Demo Sample107
Introduction to Computer Programming Introduction to Comp Prog g

ability ability

07272018 07272018

n ——— u ] ——, u
Demo Sample108 Demo Sample109
juction to Computer Programming Introduction to Computer Prog g
- . %
ability ability
07272018 oTaT2018
L] u

Demo Sample3

Intreduction to Computer Progr:

ability

oTRI2018

Cancel and Reschedule Class Event

There are occasions when a class must be cancelled or rescheduled. AbilityLMS provides two links to
perform such tasks.

1. With the target schedule training event opened to the EVENT WORKFLOW tab, click on the
CANCEL EVENT link.

2. Choose an email template expressly prepared for cancelation notices, who is sending the email
and one of the settings that declares one of five actions., such as cancel the class and send an
email. Press NEXT to complete the process.

b = Cancel the class and send an e-mail to the participants

Cancel the class and send an e-mail to the participants and their supervisors
Cancel the class without sending e-mails

Remove the class completely

Exit the wizard without cancelling the class

Pg 13



Office of Regulatory Affairs

3. An alternative to cancelling the scheduled training is to reschedule the event. Click on the
RESCHEDULE EVENT. Set the new Date and Time, as well as choose the email template to send
out. An optional reason for the class is rescheduling and the action to take, such as reschedule
and send email. When ready, press NEXT to complete the process.

Reschedule Event

Reschedule Classroom Event

Review the class details before confinuing. Confirm this the comect class fo reschedule.

= Change the START DATE and START TIME.

« Select email template, as required

= Choose the emai FROM address.

« Enfer reason for rescheduling, if appropriate.

« Select one of the oplons, whether or nol 1o send an email, including those who have cancelied their enroliment.

Press NEXT lo conlinue

[Properse] sesions | raoers| s Parscipants | Evert Workfiow

{ Course ID CL5002

Add Padicipants | Course Title to C
Prinl Class Roster | Start Dale 0712772018
Print Blank Roster Start Time  8:00AM
Name Badges | | New StartDate | 073172018 | = I
1 P,
F T Hew Stant Time g v o - AM ¥
Cancel Evenl
! Cancellation Confirmation
|" Event : o Ciass Rescheduls
Copy_Scheduled Class |
Updale Class Evenl Email Template

" _malianhaziel@gmai com .
Email From Address | [nz ol EE R |

Reschedule Reason | I

= Reschedule the class and send an e-mail to the participants
Reschedule the class and send an e-mail to the participants and their supervisors
Reschedule the class without sending e-mails
Exit the wizard withoul reschedubing the class

Include cancelled participants in the e-mails
Do nol include cancelled participants in the e-mails

=

Copy Scheduled Event

Rather than recreate the same training event manually, AbilityLMS offers a function that clones and
existing schedule class. Make sure the target class is opened in Master Schedule to the EVENT
WORKFLOW tab.

1. Click on the COPY SCHEDULED CLASS link.

2. Set the new Start Date and Time, as well as the Location and the action step to complete, such as
proceed to make a copy.

Pg 14



Course 1D CL5S002
Stz Date 0M12018
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Copy Scheduled Class

Crwudl s REIDAC FTM
= Confirm and Set New Class Settings
[Sensiors [ininers] i Partcipant  Event Workfiow
g |
Agd Participants
- T DATE and START TIME
Erint Class Roster sel sing the drop-down menu, as required
rint Bl - « The PROCEED option is already selecied. Exil this wizard fo stop the process

Hame Badoes Press NEXT lo continue

Email Partici

Course 1D CLS002
Cancel Event
Course Title ion to Comp
Reschedule Event
s Start Date 07/31/2018

Cogy Scheduled Clags
[coo scssusa con | > sn me_so0uw

Update Class Event

New StaiDate | 07162018 | B
New Start Time | 8:00AM
Course Unit Type ID MHone selected v
Time Zone ID Mone selecled v

| Location Key Messer Hall (BLDO0T) 'I

Venue ID None selecled ¥

= PPr m i
[Exit the wizard withoul copying the class

3. Press NEXT to continue. The new class appears inside the Master Schedule, cloned with all the
same settings but WITHOUT any assigned participants or Learners.

Master Schedule

Scheduled Classroom Training ¥ B =l

| A8 Locations v | Seareh: |

| [ oo | [ e | 1D

« Previous | July v [ 2018 v| G Next »
Sun Mon Tue Wed Thu Fri sat
1 2 6 7
Class copied
8 [ 13 14
15 16 20 21
8:00AM Introduction to
Computer o
Programming Original Class
22 23 24 27 28
8:00AM Fast Track to
AbilityLMS
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Update Class Event
Eventually, the scheduled training event is conducted and completed. At this point, either the assigned

Trainer or System Administrator must update the status of the attendees before their history displays
the class as completed or finished.

1. Open the finished training event through Master Schedule. From the EVENT WORKFLOW tab, click
on the UPDATE CLASS EVENT link.

2. Press NEXT to access the list of registered Learners.

Update Class Event

Update Class and Participant Status

Choose one of the options before 1o sort by Last Name or by Enroliment Order. when ready, click on NEXT to confinue.

Learners Display Sequence @ By Last Name
By Enroliment Order

e L]

3. Set the DEFAULT VALUE so it applies the settings to everyone on the list. Then manually change
the individual Learners, as necessary. For example, Sample 109 status is changed to NO SHOW.
Press NEXT to complete the process.

Update Class Event

Update Participant(s) Status
Al enrolled participant names display below as a series of rows.

« Sel the STATUS DATE as required to reflect the actual completion of the training
« Use the DEFAULT VALUES drop-down fo apply the STATUS ID and COMPLETION STATUS values fo all parficipants
in the sl

« Otherwise, change the STATUS ID and COMPLETION STATUS values for the individuals if they are nol the same, for
example, if someone didn' attend (No Show).

When ready, press NEXT to complete the process. This closes the class and updales the individual history for each participant

Status Date 071672018

=
Internal Version None selected ¥
History Type ID Intemal ¥

Learner ID Learner Name Reverse Introduction to Computer Programming
Status ID Completion Status ID

I Default Values Finished v Pass b ] o |
Demo107 Sample107, Demo Finished v Pass v '_ ] |
Demo108 Sample108, Demo Finished v Pass v [ 0 |
Demo109 | Sample109, Demo NoShow ¥ [ v | o |
Demo103 Sample3, Demo Finished v Pass hd o |

Pg 16



MICHIGAN STATE
UNIVERSITY

| Office of Regulatory Affairs

4. Click on the CLASS PARTICIPANTS tab to confirm the status for each attendee was set.

[ Properties | sessions | Trainers | Class Participants | Event worktiow | Event Audit | Atiocate Seats
Class Participants

LRI = Lol i

S e e N e e e
Demo107 Sample107, Demo marroyo@maxit com Finished 071672018 Approved

Demo108 Sample103, Demo demo103@test.com Finished 07162018 Approved B xX
Demo109 Sample109, Demo demo109@test com MNo Show 07162018 Approved ﬂ x
Demo103 Sample3, Demo Finished 07/16/2018 Approved 0 x

Showing 1- 4 of 4 records

Adding Sessions and Assignhing Trainer(s)
There is a way to add to the number of sessions currently assigned to a training event, beyond what was

define by the class container. Open the target training event inside Master Schedule and click on the
SESSIONS tab.

1. Intheillustration below, the class already has a single session. Click on the Green Plus (+) icon to
add another session.

Course ID CL5002 Course Title ion to Computer F
Start Date 0713172018
| Propersies | Sessions | Event Workiow]| Event Audit| Atiocate seats| | Event Log Viewsr|
Event Sessions
£7 | =B G0
Session Number | Session name Start Date | Start Time m End Time | Course Unit Type Name w
1 fo Comp Pi -Part1 07/3172018  8:00AM 077312018 9:30AM Instruclor Led Messer Hall Mot Sel

Showing 1- 1 of 1 records

2. Enter another Session Name, as required, as well as set the meeting details. When ready, press
SAVE AND CLOSE WINDOW.

Pgl
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*Session Number 2

*Session Name ion to Computer Prog ing - Part 2 |]

*Start Date | 08/022018 =
“End Date | 081022015 m
Start Time | 5:00 am

"End Time i_9 30 am

*Duration | 1 |
Time Zone ID | None Selecled v
*Course Unit Type 1D | Instructor Led v
—
[ *ocation Key | Messer Hat (BLDOO1) ¥ ||
Classroom | None selected ¥

Other Information

0 characters typed so far out of 1024 maximum

Save and Close Window Save and Add Another m

3. The new session now appears below the first one. TIP: Participants assigned to the first session
are automatically registered for the second session.

Sessions | Trainers | Class Participants | Event Workfiow | Event Audit| Aocate Seats | Class Documents | Event Log Viewer
Event Sessions

& 8k Bl

tmw i [ m

-Pat1  07/31/2018 800AM  07/31/2018 9:30AM
gramming - Pat2 081022018 8:00AM

Instructor Led Messer Hall Hot Set
2 ion o C

18 9.30AM Led Messer Hall Mot Set ﬁ b 4

Showing 1 - 2 of 2 records

Finally, click on the TRAINERS tab to assign one or more trainers to the class event.

1. Click on the Green Plus (+) icon. Click on the target instructor and press the ADD button to move
the name to the right column. When ready, press NEXT.

TIP: Click on the SHOW ALL TRAINERS button to display the trainers added to the system.

Py 18
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Event Trainer Add

% G0

Assign Trainer(s) to Class

Assign one or more lrainers to this class. TIP: If no names appear in the lest column list, then select Administration | Training Manager to
add trainers to AbilityLMS.

= Hold down CTRL key and select name(s) from left column.
« Then click on the ADD button to move the selected name(s) lo the right column.

Click NEXT to complete the trainer assignment

Demo2, Trainer a -
Trainer, Sample

Show All Trainers
o

= X

Pg 19
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2. The assigned trainer(s) now displays in the Trainer page. Since there are two sessions for this class,
the PART 2 session display a box. Click on this box if the same trainer is conduct both sessions.
Otherwise, add another trainer and click the box for the appropriate trainer teaching the class.

 Sessions | Tr*-er- | Event Audit| Attocate seats | Event Log Viewsr
Event Trainer(s)

< Em

Introduction to Computer Programming - Part 1 Introduction to Computer Programming - Part 2
Max Trainer =) [ @ |

Miscellaneous Settings

1. Select CONFIGURATION | CONFIGURATION MANAGER and search for SHOWS. Locate two
options — ShowSaturday and ShowSunday. When set to 1, Saturday and Sunday are included in
the calendar. Any one of these options set to 0 means that corresponding day IS NOT displayed.

CSJ mlk-}hms | I Go | ]Reut |&%m

Configuration 1D Section Key Name Value Action
L6 Y X
1 r X

MClasses ShowSalurday

MClasses ShowSunday 1 = X

2. If either option doesn’t display when searched, then it must be added manually. Click on the

Green Plus (+) icon and enter the appropriate text, as shown below. Click SAVE AND CLOSE
WINDOW when ready.

Add a Configuration Item
[ Eont

Configuration ID | |

*Section | MClasses |

"Key Name I ShowSaturday ‘

Value | 1 ‘

Description

#~

0 characters typed so far out of 1024 maximum

Save and Close Window Save and Add Another m
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3. Another Calendar option is to set the starting day in the week. Search for START and locate the
option StartDay. The number value assigned determines which day in the week to start the
Calendar. In the example below, the value is set to 2 or Monday.

Configuration Manager

@ semenfo | [os | [ |35 D

Configuration ID

Labels StariLabel Launch 2 x
MClasses StartDay 2 B2 Xx
Showing 1- 2 of 2 records

4. Below is the result of starting the Calendar on Monday.

IS | A Locations v |Seareh | | [ co | [ rese |ET
«Previous | Juy vi 208 v| Go | Nexts _
Mon Tue Wed Thu Fri sat Sun
2 3 4 5 6 I 8
-] 10 11 12 13 14 15
16 17 18 19 20 Fal 22
2 24 2 2 27 28 2
8:00AM Fast Track to
!
30 3
8:00AM Introduction fo
Computer
Programming




