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How to Register a User in a
Scheduled Offering

Before You Start:

Occasionally a user will not be able to register themselves in a
Scheduled Offering because they are out in the field, but they want to
reserve a place in an in-person or virtual course. Training Coordinators
can register users in these cases.

IMPORTANT:

Training Coordinators should not register users in training that requires
an approval process without getting the appropriate supervisory
approval. Training Coordinators should never register users in training
that has a selecting committee or requires approval of a training
manager or program office. If you are unsure, contact the training
manager or program office listed on the scheduled offering.

Please make sure that the user is not already registered in another
session of the same offering by checking the user’s registration tab. If
so, you must drop the other session before you may register the user in
another session.

1. Log in to the LMS.

|
P LAT_:AU 1 User Rale > qui

m User Management Performance Learning Commerce Content Reports System Admin

Welcome Admin, ATF Help

Quick Links ‘Welcome to Plateau Administration
R Learning Plateau Administration is part of a robust Learning Management System (LMS) with powerful
tools that give you the ability to:

Store the completion of a course or any other
learning related Item, including scheduled
offerings that are now complete, or non-tracked
events that help define what a person in the
system knows based on their entire transcript.

» Faciitate learning and k ge Activities ghout the
learning objectives with business objectives.

including aligning

+ Manage classroom, Web-based, CD-ROM, on-the-job (OJT) and instructer-led learning, as

Record Learning -well as the resources and processes associated with sach

2 i Click the Learning tab.
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Home User Management Performameroe Content Reports System Admin

Items Items Search = Add Hew
Scheduled Offerings
.. search Saved Seal

Group Instances

Curricula
Requirements
Questionnaire Surveys
‘Communities Case sensitive search:

Enter a value for each fiel that you want to use to fiter your search. Some fiekds allow you to select from a list o
You can also add or remove search critena to further refine your search.

C ves & No

3 On the left side, Click the
. Scheduled Offerings link.

PLAT=AU 3 User Roie > Quick |

Home User Management Performance Commerce Content Reports System Admin

Items Scheduled Offerings

Search Add Mew Help

Scheduled Offerings
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L Search save

Group Instances
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Requirements
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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 cntena to further refine your search
Save As || Reset
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If you know the Scheduled
Offering ID, you can search for it
here. If not, you can search by

Description.

Tip: Search using a broad descriptor.
The course may not have the same
title in the LMS that you know it by. In
this example, | am searching for Victim
Witness, but | just search for “Witness”
to get the most results possible.

Search

Saved Searches 0

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of values.

ou can also add or remove search criteria to further refine your search.

Case sensitive search:
Search All Locales:
Offering Type:
Scheduled Offering ID:
ltem/Schedule Block 1D:
Description:

Start Date After:
(MMSDDSOOT)

" ves & o

 ves & No

& ltem offering type ™ Schedule Block offering type ¥ Both

I Starts With i l 14256

I Starts With - l

IContains Vl witness

Bﬂ 2/9/2011

gve As | Reset
4 (==

Search by SO ID or
Description.

Select the SO that you would like
to register a user in by clicking the
edit icon.

I
Scheduled Offering 1D

13591 Q&
13592 S
13593 Q&
13594 Q&=

Item/Schedule Block

BRIEFING ADIN-CS-0038
(Rev 3/9/2009 01:54 PM
America/New York)

ERIEFING ADIN-C5-0038
(Rev 3/9/2009 01:54 PM
America/New York)

BRIEFING ADIN-CS-0038
{Rev 3/9/200% 01:54 PM
America/New York)

BRIEFING ADIN-C5-0038
(Rev 3/9/2009 01:54 PM
America/New York)

Description

Victim/Witness
Assistance
Program -
Virtual via
learnATF Live

Victim/Witness
Assistance
Program -
Virtual via
learnATF Live

Victim/Witness
Assistance
Program -
Virtual via
learnATF Live

Victim/Witness
Assistance
Program -
Virtual via
learnATF Live

Start Date/Time a

3/3/2011 01:00
PM
Americal/New
Yaork

4/7/2011 01:00
PM
America/New
York

5/12/2011 01:00
PM
America/New
York

6/16/2011 01:00
PM
America/New
York

Status

0 of 25 enrolled,
0 waitlisted

0 of 25 enrolled,
0 waitlisted

0 of 25 enrolled,
0 waitlisted

0 of 25 enrolled,
0 waitlisted
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On the Scheduled Offering

6 record, Select the Registration
tab.

Scheduled Offering ID: 13582

Item: BRIEFING ADIN-CS-0038 (Rev 3/9/2009 01:54 PM America/New York)
Title: Victim/Witness Assistance Program - Virtual via leamATF Live
6 Standard

Options
Catalog I Chargeback ]

Pricing I

Contacts I Materials I Cuslanields]

[ Motifications ICDSlCalcU.alion
[ Registration

Summary I Segment:
Edit the Scheduled Offering

Add a User to the Scheduled Offering Registration

Enter criteria or add one or more from list You can also add from reguest list. Enter either Chargeback Account(s) and Price
or an Crder Ticket.

) Registration )
User ID: Status: ENROLL(Enrolied) j Slot ID: I Vl
Chargeback Price : )
Order Ticket:
Account{s)y ———— (1000) R — E raertie _—

Edit

7 On the Reqgistration screen, Click
. add one or more from list.

Options
Catalog I Chargeback ]

[ Motifications ICDSlCalcdaliunI Cost Summary I Pricing I

[ Summary I Segments Registration
Edit the Scheduled Offering

Add a—?sertothes hed

Contacts I Materials I Custom Fields ]

gd Offering Registration

ii§ria or add one or more from list You §an also add from request list. Enter either Chargeback Account(s) and Price

or an COrd ket.
Registration
User ID: Status: | ENROLL(Enrofied) x| siot 1D: I_;[
Chargeback "
I I Order Ticket:
Account(s): — 0 L = reer e _—

Edit

Email confirmations to: [ User [ Instructor [ Supervisor [T contacts
Edit the Registered Users for the Scheduled Offering

Search for the user by first and
last name. If you know the user’s
8 user ID, you can also use it here.

Tip: User IDs must be entered in all
CAPS.

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

Case sensitive search: ' yes % o

User ID: Im
[Satswen =] [som
[Samswn =] o
Role ID: lm

Last Name:

First Hame:
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9 Check the Add box and Click the
. Add button.

Slot  Chargeback

User Registration Status [[¥] Account
JWSMITT87% | ENROLL(Enroled) =l

Smith, Jahn

w

Edit

Price
(1000)

0.00

Email confirmations to: ™ User [ Instructor [~ Supervisor [T Contacts

°

Select AL/ Dessiact AL

Order Ticket
1S Dotar(UsD) =]

Selact Al / Desslact AL

10 You are returned to the Edit
- Scheduled Offering screen. The
user is now registered. You can

see the user on the registration list.

Edit the Scheduled Offering

#Add a User to the Scheduled Offering Registration

Enter criteria or add one or more from list You can also add from request list. Enter either Chargeback Account(s) and Price

or an Order Ticket.

Registration
U 1D EMROLL{Enrclied
=er Status: {Enr )
Chargeback Price : Ij'
Account(s): — (1000) _—

Edit

x| stotp:

[

Order Ticket:

Email confirmations to: [ User [T Instructor [~ Supervisor [T contacts

Edit the Registered Users for the Scheduled Offering

10

User Qrg ID Status

Smith, John  MS0BO3040 ENROLL
W {Enrolled)
JWSMITT879

Registration

AM
America/MNew
York
Edit

2/9/2011 08:05

Slot ID

Select AL/ Deselect AL

Remove | | Send Notification

Chargeback

Accountis):
Price:
Currency ID:

Order
Ticket:
Edit

Shipping
Information
Recorded Select
Mo I
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