LEARNATFv

MEETING THE CHALLENGE

Version 1.0

Training Records Manager
March 1, 2011

Job Aid

Registering Users in a Scheduled
Offering and Cancelling Reqgistrations

Before You Start:

1. By registering Users as a Training Records Manager, you are
bypassing any supervisory Approval Process you have set up.

2. All registrations and cancellations are made from the
Registration tab on the scheduled offering.

3. You do not access individual users to register or cancel a
registration.

4. Itis easiest to register users if you look up their User IDs first.

Click on the add one or more from
list link to search for and select users
to register or enter the User ID.

Tip: User IDs must be entered in
all CAPS.

Set the user Registration Status to
either Enrolled or Waitlisted
depending on how you are managing
registration.

2

Options
Pricing I Catalog I Chargeback ]
1 Select the Registration tab within the Contacts I Materials I Custom Fields ]
- Scheduled Offering.
Add a User to the Scheduled Offering Registration
2 Go to the Add a User section. S
) [ Motifications I Cost Calculation I Cost Summary I Pricing I Catalog T Chargeback

Summary

Segments Registration Contacts ]

Edit the Scheduled Offering

Add a User to the Scheduled Offering Registration
Enter criteria o @ ‘ou can als/olsdd from reguest list. Enter either Chargeback Account(s) and Price
or an C§er Tickem T

Materials I Custom Fields

. Registration .
User ID: MMROMERC +aturss IENF{DLL(EnroIIedJ j Shot ID: I vI
Chargeback Price X
Order Ticket:
Accountis): — 100 B — I_;I rder e

Edit

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

Check or uncheck the Email
confirmation boxes depending on
who you would like to notify about the
registration.

Click on Add.

Edit the Scheduled Offering

Add a User to the Scheduled Offering Registration

Enter criteria or 2dd one or more from list You can also add from reguest list. Enter either Chargeback Account(s) and Price
or an Order Ticket.

) Registration .
User 1Dz MMROMERO Status: ENROLL{Enrolled) j Slot ID: I Vl
Chargeback Price : )
I 'I Order Ticket:

Accountis): .

Email confirmations to: [~ user W Instructor [ Supervisor FD 5
Edi i < for the Scheduled Offering
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The user you selected will now show
7 up as Enrolled or Waitlisted
- depending on the status you chose.

Romero, 505010

Mario M
MMROMERD

ENMROLL
Enrolled
U

-

America/New
Yark
Edit

Account(s): Yes I~
Price:
Currency ID:

Order
Ticket:
Edit

Cancellation Tips:

1. When cancelling before a Scheduled Offering occurs, use
one of the cancelled statuses and send a notification to the

user..

2. When cancelling an individual who did not show up at training,
use a status of No Show and send an email to the user and
the supervisor.

Select the correct cancellation code in
2 the Registration Status drop-down

box.

Romero, 508010 EMROLL Accountis): Yes I~
To cancel a Registration for a Mario M {Enrolled) Price:
1 Scheduled Offerinq, gO to the MMROMERD '2);:;'2011 12:3 Currency I:
. Registration tab and click on Edit for America/New Order
the correct user record. 1 Ticket:
Options

[ Notifications ICost CalcmalionI Cost Summary I

Pricing

I Catalog I Chargeback ]

[ Summary I Segments Registration Contacts I Materials I CuslomFietdi]

Edit Registered User Details for Scheduled Offering 13592

User [D:
Slot 1D:

Registration Status:

Registration Date:
M/ DD

Registration Time:

Time Zone;:

Comments:

Send confirmation notificy

MMROMERO

ENROLL(Enrclied)

=

CANC-DELAYED(Canceled)
CANC-MISSION(Canceled)
CANC-NOTSELECTED(Canceled)
CANC-PERS(Cancelled)
CANC-SUB(Cancelled)
CANC-TPD{Cancelled)

| CANCELLED({Cancelled)
DENIED 1st(Canceled)
DENIED 2nd{Cancaled)
ENROLL(Enrolied)
ENROLL-TPD{Enrcled)
NOSHOW(Cancelied)
PENDING VERIFICATION(Enrclied)

WAITLIST(Waitiisted)

User Hame: Romero, Mario M

Bupervisor [T contacts

YN | I
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3 Enter any relevant Comments for the
. cancellation record.

Select who should receive an Email
confirmation about the cancellation.

. Click on Apply Changes.

User 1D: MMROMERO User Hame: Romerz, Mariz M
Slot 1D:
Registration Status: ICANC-PERS(CanoeIed) j
Registration Date:
252011
Registration Time: i
b 2B 12:31 PM
Time Zone:
Comments: UUser has court and cannot attend.

Send canfirmation notiﬁcatiﬂ_tc(' I User, Instructor [ Supervisor [T contacts

F===

If you receive a warning message
6 - about the cutoff date, click on Yes.

Warning Details:
e The User MMROMERQ does not have an email address to receive the notification.

Do you wish to proceed?

www.learnatf.gov




