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Admin Job Aid: Add Instructor to a Class

(Revision date: September 10, 2020)

Purpose

The purpose of this job aid is to guide you through the step-by-step process of adding
an instructor to a class.

In this job aid, you will learn how to:

e Task A. Locate a Class
e Task B. Add Instructor
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= Task A. Locate a Class

1.

Select the Learning Administration link.
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Select Learning Activities to expand the menu of options.
Select Classes.
Enter Search Criteria for the class.

o b~ D

Select Search.

SANDBOX

—
Talent
Admin Center v Management
System
Learning Administration

Search  Add New L*]

Classes

Menu Recents -

aarch Saved Searches &

L = 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.
My Leaming Search Save As Reset
> Manage User Learning
Case sensitive search:
Learning Activities Search All Locales: o
Items Class Type: O Item class type O Resource Block Type ® Both
e N —— ﬂ
[ Item/Resource Block ID: Starts With ||
Programs
Description: Stants With [v]
Curricula Title: Starts With £a
Curriculum Requirements Start Date After: S RN
4 (MMIDDAYYY) (2 [prioiz020
Collections Start Date Before: m
(MMIDDAYYY)
External Links Status: ® Active O Not Active © Both
Libraries -
Add/Remove Criteria 0
Competencies e Search Save As Reset

R e e

6. When the search results display, select the Class ID hyperlink to open the class
record.

Field Chooser &)

Download Search Results &

08T

Title

TMS 2.0-Intreduction to TMS
for Administrators, Help Desk
and Reports Managers

Kem/Resource Block

WA 3730266 (Rev 1 - 531/2012 05:04 PM
America'Mew Yark)
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Task B. Add Instructor

Select the Agenda tab.
2. Select the Create Group icon.

Class Search

3681791

Start Date: /11/2020 08:00 AM

VA 3730266 (Rev 1 - 5/31/2012 05:04 PM)

Agenda

Title Primary Location Primary Instructor
~  Fri 9112020

08:00 AM - 11:30 AM

TMS 2.0-Introduction to TMS for Administrators, Help Desk and Reports Managers

Instructor: No Name Enrolled: 0
End Date: 971172020 11:30 AM Location: ‘Waitlisted: 0
Time Zone: Eastern Standard Time (America/New York) Facility: Open Seats: 30

~ =
< ol Regquests Libraries Contacts Materials Document Links Registration Financial Details Cost Calculation >

Time Slot Description

On-Line Session

Status: Active

2]&
Conflict lem o

—

Enter the Time Slot information.

Select Add Instructor from the Resources drop-down list.

Add Time Slot
Description
XYZ
*Start Date *Start Time
911/2020 = 08:00 AM o
*End Date *End Time *Time Zone Displayed to the User
¥11/2020 B 09:00 AM o Eastern Standard Time (Ame...
Resources

Resource Type & Resource

Mo resources available.

Add Equip... Apply to All Time Slots
) Add Location
Prim;
Add Equipment

Add Custom Resource
Save  Cancel
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5. Check the box next to the instructor you want to add to the Time Slot.

6. Select Add.

7. Select Save.

Instructors

= Search Results

Search

View Instructors Results

Records per Page |10 | v |Page:1 2 3 4 5 aPrevious Mexte (15,352 tatal records)

Instructor ID Instructor Name. Related User

Records per Page [10 [ Page:i 2 3 4 5 aPrevious Mexts (15,352 batal recards)

Reset
of 1,535, [£3

Page |1
Salect Al § Deselect All

HAuvailzhility

Avsilable for Entire
Awsilable for Enti
Awailable for Entire
Avsilable for Entire Class
Awsilable for Entire Class
Awailable for Entire Class
Avsilable for Entire Class
Awsilable for Entire Class

Awailable for Entire Class

o o

Awszilable for Enfire Class

Page 1 &f 1,598,
Select Allf Desslact All

Description
XYZ

*Start Date
911112020

*End Date
91112020

Resources

Resource Type & Resource

Primary Instructor

Add Time Slot

*Start Time
08:00 AM o

*End Time *Time Zone Displayed to the User
09:00 AM o Eastern Standard Time (Ame...

Add Instru...

Apply ta All Time Slots

Primary Delete

: o
jCancel
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(Optional) Select the More icon next to the time slot.
(Optional) Select Edit Time Slot.

©

Class Search

TMS 2.0-Introduction to TMS for Administrators, Help Desk and Reports Managers

VA 3730266 (Rev 1 - 5/31/2012 05:04 PM)

Py

Agenda

Title Primary Location Primary Instructor Time Slot Description
v Fri 9/112020
08:00 AM - 11:30 AM On-Line Session
v Mon 9/14/2020

08:00 AM - 09:00 AM Sample

3681791

Start Date: 91172020 08:00 AM Instructor: No Name Enrolled: 0 Status: Active
End Date: 9/14/2020 09:00 AM Location: Waitlisted: 0

Time Zone: Eastern Standard Time (America/New York) Facility: Open Seats: 30

< Agenda Special Requests Librarnes Contacts Materials Document Links Registration Financial Details

Conflict lrem

el Edit Time Slot |

Actions

Cost Calculation >

+

~

Mark Attendance

10. (Optional) Select Apply to All Time Slots to copy the instructor to all the time slots

of the class.

NOTE: You also have the option to add different instructors to each time slot if needed.

Add Time Slot

Description

XYZ
*Start Date *Start Time

911112020 " 08:00 AM o
*End Date *End Time *Time Zone Displayed to the User

911112020 =] 09:00 AM o Eastern Standard Time (Ame...

Resources

Resource Type & Resource Primary

Primary Instructor

Add Instru.... |

B
il Apply to All Time Slots I
|

Delete

Save  Cancel

U.S. Department
of Veterans Affairs




= Talent
/ Management
System

11. (Optional) Check the box next to Instructors.

12. (Optional) Select Save.

Apply to All Time Slots
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