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Managing ‘Assigned’ Classes & Events

Overview
Your managers and administrators of the Learning Management System (LMS) assign your ‘Classes & Events’ or you may self enroll in events if they are made available for self-enrollment from your organization. 
Note: The self-enrollment feature may not be used by your organization. For information about the self-enrollment feature see the Help document named Classes & Events – Self Enroll.
For example in the image below, the Learner has one event scheduled in the next fifteen (15 days).  
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Opening Your Assigned Classes & Events

You can open your assigned Classes & Events from either your ‘Personal Page’ or you can click the ‘Classes & Events’ menu – ‘My Classes & Events’.
Steps to Open Your Assigned Classes & Events
1. From your ‘Personal Page’, click the View button to the right of My Classes & Events. 
2. Your ‘My Classes & Events’ page opens to the default tab: ‘Class & Event Not Completed’. The only event due in the next 15 days, is listed last: ‘Customer Service Training’.
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Course
Code Course name
00-01 Introduction to Computers for New
Hires
57999 Oncoloy Today
CPRIOS  CERfor advanced leamers
CPRIOS  CPRfor advanced leamers
HLP-01  Introduction to Robokeln
HLP-01  Introduction to Robokeln
Acts advance cardiac lfe support
cs Customer Service Training

Class & Event Class & Event
Completions Self Enroll

Start/

End Time Status Fees

4/22/2008 12:00 PM - 07:30 PM Enrolled  $0.00
4/22/2008
10/31/2008 08:00 AM - 04:30 PM Enrolled  $0.00
10/31/2008
2/18/2009 07:00 AM - 02:00 PM Enrolled  $0.00
2/18/2009
2/20/2009 07:00 AM - 02:00 PM Enrolled  $0.00
2/20/2009
6/5/2009 04:45 PM - 07:45 PM Enralled (§20.00)
6/5/2003
6/15/2009 06:00 PM - 11:15 PM Enrolled $100.00
6/15/2009
6/31/2009 12:00 PM - 04:00 PM Enrolled  $0.00
8/31/2009
1/28/2010 12:00 PM - 07:00 PM Enralled $102.00
1/28/2010

Pmt.
Date  Pmt. Type

Persanal Check

Tuition
Reimbursement

Cancel
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Tip: To open an icon on the far right, click the icon; and the ‘Training Assignment and Status Icons’ legend opens. To close, click the ‘Close’ button in the upper right. 

Managing the Assigned Classes & Events Tabs (Views)
You can view your assigned Classes & Events in the following ways. Assigned events display a red apple, and self-enrolled events display a red apple with a yellow ‘S’.
Note: The self-enrollment feature may not be used by your organization. 
Class & Event — Not Completed: Lists all your scheduled Classes & Events for both assigned and self-enrolled Classes & Events. It does not display completed events. 
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Class & Event — All My Events: Lists scheduled and completed Classes & Events for both assigned and self-enrolled Classes & Events. 
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Course

Code Course name

00-01  Introduction ta Computers
for New Hires

57999 Oncolagy Taday

57999 Oncology Today

444444 Excel Basics

HLP-01  Introduction to RoboHelp

00-01  Intraduction to Camputers
for New Hires

441234 Advanced Excel

Class & Event
Completions

Start/
End Time

2/14/2008 07:00 AM -

2/15/2008

3/13/2008 12:00 PM -

3/13/2008

3/27/2008 12:00 PM -

3/27/2008

3/31/2008 12:00 PM -

3/31/2008

4/15/2008 08:30 AM -

4/16/2008

4/22/2008 12:00 PM -

4/22/2008

5/30/2008 01:00 PM -

5/30/2008

Class & Event
Self Enroll

Status  Fees
02:00 PM Complets  $0.00

12:30 PM Complete  $0.00
05:00 PM Complets  $0.00
07:00 PM Complets  $0.00
05:00 PH Complets $150.00
07:30 PM Enralled  $0.00

06:00 PM Cancelled  $0.00
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Class & Event — Completions: Lists all completed Classes & Events for both assigned and self-enrolled Classes & Events.
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Course

Code Course name

00-01 Introduction to Camputers
for New Hires

57999 Oncology Today

57-999  Oncolagy Taday

444-444  Excel Basics

HLP-01  Introduction to RoboHelp

CPR1200  CPR Basics

Class & Event
Completions

Start/
End Time

2/14/2008 07:00 M -

2/15/2008

3/13/2008 12:00 PM -

3/13/2008

3/27/2008 12:00 PM -

3/27/2008

3/31/2008 12:00 PM -

3/31/2008

4/15/2008 08:30 AM -

4/16/2008

6/27/2008 09:00 M -

S

Class & Event
Seif Enroll

Pmt.
Status  Fees Date
02:00 PM Complete  $0.00
12:30 PM Complete  $0.00
05:00 PM Complete  $0.00
07:00 PM Complete  §0.00

05:00 PH Complete $150.00

06:00 PM Complete  $0.00
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Class & Event — Self Enroll: Lists all online Classes & Events that are available to you for self-enrollment. On this page you can search by course name or by a date range to see what Classes & Events are available for self-enrollment. See the Help document named Classes & Events – Self Enroll.
Note: The self-enrollment feature may not be used by your organization. 
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After you search:
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Understanding the Columns from Assigned Classes & Events Views (tabs)

The following columns display on some of the Classes & Events views – tabs (e.g., Class & Event Not Completed). 

· Course Code: Code used to identify the event. 
· Course Name: Name of the class or event. 

· Start/End: Start and end dates of the event.

· Time: Start and end time of the event.

· Status: Shows if you are enrolled or waitlisted or if a class is completed, or cancelled.    
· Fees: The cost of the event if a fee is charged. Events can be free. 

· Pmt. Date: The date the payment for the class was made. 

· Pmt. Type: The type of payment (e.g., Visa).

· Icons. In the far right column, icons display for either assigned Event ([image: image9.png]




). You can click the icon to open the legend for icons, and click the red ‘X’ in the upper right to close the legend. 


) or self-enrolled Event (
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