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Adding or Editing Segments,
Instructors or Locations

Before You Start:

IMPORTANT:

A Segment is a unit of time within a Scheduled Offering. Every
scheduled offering must have at least one segment. This segment
is created automatically when the scheduled offering is created.
Scheduled offerings can have more than one segment if needed;
however, segments in a scheduled offering cannot overlap each
other.

Click on the Learning tab and look
1 - up the desired Scheduled Offering.

Home User Management I’erformammeme Content Reports System Admin

Items Scheduled OZ?en_ngs 1 Search

Scheduled Offerings
Classes = 5earch = Search Results = Edit Summary
Group Instances
Curricula Scheduled Offering ID: 13837

Requirements Item: BRIEFING ACQU-CS-D033 (Rev 1 - 2/25/200% 09:05 AM America/ Mew York)

‘Questionnaire Surveys Title: Green Purchasing Training
‘Communities
Standard

Options
Tools
Restamees) [ Motifications ICMLCEM:LI.EU'DFII CnﬁtSummaryI Pricing ] Catalog I Chargeback ]

References Segments I Registration I Contacts I Materials I Cuslan\'elds]

Edit the Scheduled Offering

Tasks

2 Click the Scheduled Offering
. Segments tab.

Scheduled Offering 1D: 13637

Item: BRIEFING ACQU-CS-0033 (Rev 1 - 2/25/2009 09:05 AM America/New York)
Title: Green Purchasing Training
Standard

2 Options

Cost Summary I Pricing I Catalog I Chargeback 1

Motifications

Registration I Contacts Materials I Custom Fields 1

Edit the Scheduled B

* = Required Figlds

To add a segment, scroll down to the
3 Add a Segment to the Scheduled

Offering field.

4dd a Segment to the Scheduled Offering 3

 Start Date: (/DD [ * End Date: (MM/DD/ YY) [

' Start Time: (nh:mm AV/EM) * End Time: (hh:mm AM/PM)

' Time Zone: lﬁ

>rimary Instructor: ar——— Primary Location: l_

Segment Description:
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Enter the Start Date, Start Time,
Time Zone, Instructor ID, Location
ID, End Date and End Time.

Tips: Location and Instructor IDs are
case-sensitive and in all caps. Make
sure that the segment you are creating
does not overlap any existing segments.

Do not leave the Send Notifications

box checked unless you want to
notify users of this change.

Sehumduled Oftering ID: 13837
ew: BRIEFING ACQU-CS-0033 (Rev 1+ 1/29/ 1009 O%:08 AM America/ New Tork)
Tite: Green Purchagng Tranng

Hotifications | Cerst Calcatation r.nlu.mu,.| Pricing Cataiog | Chargrback
Summary
Edit the Scheduled Offering

Regstration | Costacts | Materis | Custom Pl

1o Fisiss
A & Segment o the 5S¢ &Lﬂﬂnﬂ

* Saart Date: [ camsa011 * Ena Date: () {8 cansa0

* Shart Time: 08:00 AM * End Time: 06700 AM

1
J

Click Ad

o

You may receive a pop up warning
stating: The following Instructors
are not authorized to teach this
Item. Just click Yes.

Warning Details:

# The following instructorns) are not authorized to teach this item.

« ADAMB

Do you wish to proceed?

ND
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8 Scroll down to see your newly
- created Segment.

— 5

remove ™
* Start Date [ 28z0m End Date [ 2ne2011
| fart Time b A End Time 10700 AM
* Time Zone C5T (Contral Stanard Tre) =)
Primary Instructor: Q spave Primary Loz ation: [A220-FLETC Bag =214 Cinsarsom (Buiding =210 43-Person Clasaraom) =l
St Do ription:

Edit Resources | Copy Resources to M| Copy Dalty Segments

Editing a Segment:

Look up the Scheduled Offering
1 . with the segment that you want to

Calendar View

‘ Records per PageIED 'l Page: 1 1 =Previous Hexts (65 total records)

Page|1 012_

Scheduledﬁffering ID  Item/Schedule Block Description Start Date/Time «  Status

on the Segments tab.

edit. Click the Edit Icon 13637 . BRIEFING ACQU-CS- Green 2/18/2011 0%:00 1 enrolled, 0

0033 (Rev 1 - Purchasing AN waitlisted
2/25/2009 09:05 AM Training America/MNew
Americal/Mew York) York

Scheduled Offering 1D: 13837

Iltem: BRIEFIMNG ACQU-CS-0033 (Rev 1 - 2/25/2009 09:05 AM America/Hew York)

Title: Green Purchasing Training

2 Inside the Scheduled Offering, click S:Ca;_:i;;g

Motifications Catalog Chargeback

Summary Segments Rgistration Contacts

Cost Summary I Pricing I

Materials I Custom Fields ]

Edit the Scheduled®

Scroll down to the Segment you
want to change and make the
appropriate changes.

3 Do not leave the Send Notifications
box checked unless you want to
notify users of this change.

Click on Apply Changes.

Update the Segments for the Scheduled Offering 3

Total Howrs: .00
Segments

Segment 1 Remerve [

* Start Date [0 anaz011 * End Date

* Shart Tiee T * End Time i aa

[ 2na2011

* Time Tone

Brimary Iesdructoe: Q [2cc8s (cortarence Recen awtoon =l
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