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Job Aid: Creating Scheduled Offerings

Prerequisites
« Introduction to SuccessFactors Learning Administration
« Learning Needs Management
« Scheduling Management

Description

The purpose of this job aid is to guide administrators through the step-by-step process of creating and
editing a scheduled offering. Related terminology is provided.

Tasks

A. Create Scheduled Offering

B. Add Additional Segments

C. Add Additional Resources

D. Copy Scheduled Offering

E. Edit Scheduled Offering Notifications

Terminology:

Scheduled Offering: A scheduled offering is an item or activity scheduled for delivery on a specific date
and time.

Segment: Unit of division of an item offering based on duration that facilitates variable resource
scheduling.
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Task A. Create Scheduled Offering

Note: Verify you are in Learning Admin.

1. Navigate to Learning > Scheduled Offerings.
2a. Click the Add New link.

The Scheduled Offering wizard displays.

or
2b. Enter Add Scheduled Offering in the Search box.
Click Go.
The Scheduling Offering wizard displays.
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Select the Scheduled offering Type.
Select the Item Type from the drop down list.

Use the search icon (%) to search for and select an item.

Enter a description of the scheduled offering.

Specify or select the appropriate Domain.

Select whether to publish the scheduled offering in all associated catalogs.
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Select a start date, start time, and time zone.
10. Click Preview to view the basic information for the offering.
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Add New Scheduled Offering Help
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Savm Cancel

11. Select a facility from the Facility drop-down menu.

12. If applicable, select the other resources associated with the scheduled offering: location,

instructor, and equipment.

Note: Alerts are displayed if there are any resource conflicts. Depending on the item configuration, an alert may

also display if the selected instructor is not authorized to teach the item.
13. Click Save.

If there are any warnings, the Warning Details screen displays. Click Yes to continue.
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Add New Scheduled Offering

* = Risyuired Fisids

1. Summary inlonmatsn

* Ham Typaz
= lvem I0: O

1. Sehedule Infeamation

* The Zone: Ol AmencaDenver

*Type: & mem O Schedule Block

Help

Deescription:
*Domain: © pusec

Catnlogs: 7] Publish in all sssociated catalogs
Catalogs may b radeidealy reTonied umihe
Erhadied OMerng

1 Ressudoes
Facllity: -

Primary Locatlon:

Primany Instrscior: -
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Equipmamnt:

Resource Usage Wiew: Ratuder = &
@ Save Cancel

The scheduled offering record displays allowing you to make further configurations.
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ded Next: Jff Add Catalogs [ ] Register Users (x] }

T Customer Service Excellence

Description:

For Credit Completio...
Minimum Registration:
Minimum Attendance...

Self Registration: Yes
| viewar® |

Related More @ Registration

1762 M@) Actions

Bookmark

Cancel the Sched...

Lecation: Vancouver Computer Lab

Maximum Registration: Send Hotification

Published Price: 0.00 US Dollar (USD) (D
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Task B. Add Additional Segments

1. Click the scheduled offering Segments tab from the Related area.

Note: If necessary, click List View.

2. Click the Copy Segments icon ('=).

Ralated Uern = Segments +] o Rzsend Regesirateon Mol atons

Regisstion Description Primary Location  Primary Instructor  Virtual Actions  Remove

Cataloge ] Selectaa

m =1 isn 4730/2012 QDW

0900 . 1700 QUT 5 TN § Ol WS W ABgrdasce |

3. Enter the number of times to copy the segment.
4. Click Copy.

Copy Daily Segments (%]

The schedule times listed below will be copied and appended to the end of this
scheduled offering

Scheduled Offering: Customer Senice Excellence (1762)

Segment Schedule Times Location Instructor

OJT Session  4/30/2012 0900 - 1700 Vancouver Computer | Instructor Virtual

*Number of Times to Copy: | e

e Copy Cancel
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Task C. Add Additional Resources

1. Search for and access in edit mode a scheduled offering record.
2. Select the Segments tab from the Related area.
3. Click the segment link for the segment you wish to add resources.

Homs  Useds Learmes)  Comest  Commeor  System Admi

Seach: | bofer Meyecrds o [ faa

{Hummmd et [ Asd Cotsiogs | Repisted Unsrs E'

AY §

= Customer Service Excellence 12 I = @
D sCHiption:
VLT for Cusiomer Saroe EXeience.
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For the selected segment, select a primary instructor.

4. Click Add Resources.
5. Select Add Instructor.
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* Start Date: 413002012 3 *Stan Time: 0900

*End Date: [ 430/2012 | [E] *EndTime: [ 1700

"Time Zone: | AmericaiDenver |€ 4

Description: | OJT Session

Resources |2 = o': suggested resource types Apply to All Se...
Type & 'I1tllu| Add Location | Primary Remove
Add Instructor o
| {
=l ocation Add Equipment

CLASS - Ve, o 2d Custom Resource g

6. Click the corresponding checkbox to select the instructor to add for the segment.

7. Click Add.

Instructors L Hew | &

» Search Resuls

View Instructors Results

o Add Resel

Inslructor 1D Instrwcior Mame Rlaled Lser Availanility
AMDBEVERLY By, Amanda D #railable for Enlire
Schiduled Offering
AHARYEY Harvey, Andrew #yailable for Enlire
Scheduled Ofering
SLEVLE Virtual_ Instruchor Hot dvailable il
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Edit Segment %]

8. ldentify the primary instructor and click the corresponding radio button in the Primary

column.

9. Click Apply to All Segments at the segment level to copy the new resources to all segments

of the scheduled offering.
10. Click Save and Close.
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*“Required
“Start Date: | 4/30/2012 [F] *startTime: | 0900

¥"End Date: 413082012 E ¥End Time: 1700

*Time Zone: | AmericaiDenver 1Q

Description: [ OJT Session ]

Resources | |v| View suggested resource types o Apply to All Se__

Type & Title Primary Remove
1=l Location
CLASS - Vancouver Classroom 01 y |
= Instructor
Virtual, Instructor "—""a J

Sm@ Save And Close Cancel Delete

Task D. Copy Scheduled Offering

1. Search for and access in edit mode a scheduled offering record.

2. Click Copy in the Actions area.

Home U Loarsing Costoal Commesca  Syulom Admin Relsroacen  Raporiy
Search | SN Kiime® oF Corrma g I s P o
|Lﬁromnn|nd-d Waxr: [ A Cataloqa |7 Regisier Users M}
= Sarvice Excall 102 -.?-.: Aetiznn
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End Date: 220012 End Tese: 1750
Facilityz waM (varcouwer O IRBIFUEESr, natructsr Witua
Start Twme: 0700 Eart Date: 4957012
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3. Set copy preferences by checking associated boxes.
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Note: Click Help for additional information on each option.

Cﬂw [

Copy the Scheduled Offering

* & Ragpairad Fiidy
Scheduled Offering ID: 1762

Titha: Cuslomssi Sendcs Excallincs
Stant DeiniTime: 470012 0900 AmencaTemes

Opticn:
] Copy Group Instance
[ Copy Hew Scheduled Ofering 1o the catalog
| Ui en defaull degment day numbar
Copy bo conpecutve Days
& Copy Segle Copy Muksple-Daity Based Copy Mulliple-Weelly Basad Copy Muhliple-Monthly Bxied
* Hew Start Date: =2 0900 AmencaTener

* Schadule On: [F] Monday 7 Tuesday [ Waednesday [ Thursday [ Friday Satwedey [0 Sunday
1 Owemde adpested regestration cot-of date

Cutoff Date: Time: Time fone:

Mext

Select a copy frequency.

Select the first scheduled offering copy start date.
Set the frequency to copy the scheduled offering.
Click Next.

Note: If you choose an option other than Copy Single, enter a scheduling frequency as seen in
the screen capture for this step. This determines how many new offerings are created and how
frequently they are scheduled.

~N O o1 B~

Copy Single Copy Muttiple-Dady Based & Copy Multiple- Weekly Based Copy Multiple-Monthly Based
' Hawff?"_?’_'_“_: = 0900 AmencaTerer
Schadule ewily wks)
& End after schedules
End after: (21
7 Include Regestration Cut-off Date
7
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8. Confirm copy results. (Visual confirmation only.)
9. Click Copy.

Scheduled Offerings L

* Copy Soheduled Diferrg

Copy the Scheduled Offering

Tithe: Cusstomer Senice Excellence

Schedubed Offering I0: 1762

Copy Group Instance: No
Copy New Schedaled Ofering to the catlaled: Yes
Usi ivem deloult segment doy numbers: Ne

Copy o comsecullive Dayi: Yed

Merw Stom Dates: 512002 0300 AmancaDemes
EMSR01Z 0900 Amanc aTiemes
BAEAR012 0900 AmanicaDiemes
TMAR012 0900 AmanicaDemes

Include Registration Cut-off Date: Yes

Sand Netifieation: (4 | Copy o

Copy [

10. Once the copies are created, you can access them with the links on the final screen.

11. Click OK.

Scheduled Offerings w

» Copy Schedubed Offering Summany

Scheduled Offering was coplied successfully

Original Scheduled Oferimg 10: 1782
Tithe: Customar Sarvics Excallancs

New Offering IDs and Start Dates:

17BS-EZ02012 (900

1TEE-THLT0NZ 000

Copy Group Instance: Ko
Copy New Scheduled Offering to the catalog: Yes
Use item default segment day nambers: Ko
Copy to consacutive Days: es

Inciude Registration Cut-off Date: ves
Notification Sent: ves
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Task E. Edit Scheduled Offering Notifications

1. Search for and access in edit mode a scheduled offering record.

2. Click More from the Related area.

[ =] ¥
- i £ L5 i o #
Home  Users Learsiy  Cosbedl  Commeics  Sysbem Admis References  Rugodis
Seach | Enter Keywonds o Command - I .
|: Recommended Rear Q) Add Calslogn 7 Hegader Usarn ] '. 2
P—— Servica Excall 1763 [E \;u Aetloms
“Wﬂﬂﬂ! T P
VLT for Cusiarrnt Servich Excalance o
Cantelibe kifwd .
M COURSE CUST-OM (Rew s Approval Process:  (Fis! Ll Sepen [
Appreval Requires: Mo *Domain:  Owfaul Pudee kbenss D o Motfieston
Ered Datw: 655012 End Tima: 1530
Facility: W (Vanooussr O Instructor: Ho Mame
Start Timas 0700 S5an Dates 02002
*Time Zone:  Facsc Gtandad Tims [ Ragistration Status: O peolied, [ withited
Vi AN @
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m MNon-snrolled | Wassied (1) - Errollad {0}
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3. Select the Notifications tab of the scheduled offering.
Customer Service Excellence (1763) - Related [x]
Notifications o
Matenalk
[ Motifications . Editthe Schaduled Cffering L
E Backons Fal Cannok e 40000 200 ol S0RERPA A0THEE 3T PHENE N e e
LSS L Edit the Semeduled Btenng C i Ter the Scheduted Oftaring
Friog
Prorvire Apaly Chifgid R
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UHAT gt e rert st Schadwntanonirion Shedentih
Chargebac
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INEITUCEGTT et =it i H i i gt T b
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Body: e
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<t el prsalatee Mntdepian bre:
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4. Scroll down to view the notification you wish to edit.

Note: You may edit the notifications sent by the following triggers:
- Offering Cancellation
- User Registration
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- User Withdraw

- User Waitlist

- User Waitlist Removal
- User Pending Status

5. Click Preview to view the notification.

User:
Supervisor:
Instructor:

Other:

Body:

Edit the Registration Motification for the Scheduled Offering

Preview Apply Changes
<label key="nebfcalion Enroliment StudentSubect s - <&
<kabal kay="noliicaton Enrolmanl SuparsorSubmel't -
«iabel key=“notification Enrolment instructorSubject™ e - «
<abal Eey="notification Enrclment OtheraSubclls - <45
<himie
<head=

it £ nrolman Hotification<Aihes
<Mhadds

o Prinvine .-ﬂ-,pplr Chaug&s

Reset

Resat

6. In the notification body, you will see syntax tags. These indicate a database value that is
included in the emails.

This note confirms your registration in the following learning activity:<br/=

«i=2B SCHD-CPNT gz fi=</a=<br/> <I-- [TEM KEY --=

<a href =

‘http:/ /pcdemo.plateau.com/plateau/user/deeplink.doflinkld=5CHEDULED _OFFERIM

G_DETAILS&schedulelD=<URLEMCODE value="«&5CHD-ID="/="=
«b>=&SCHD-DESCs«/b=<«/a=<br/> =!-- SCHEDLLE Offering Description--=

7. To modify the body of the notification, locate the body section and add text.
You may remove existing labels and tags, or add text around them.

8. Click Apply Changes.

Note: Click Help for more information on syntax tags and how to use them in notifications.

Body: [<himi

<heads

“heads

Ll

B cisiraton Noticalongyl

Premew %ply Changes

Reset
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9. To attach a document to the notification, click Browse to search for and select the
document.

10. Click Apply Changes.

Attachment for Registration Notification

Current
Attachment:

New Attachment: _ Browse... o

@ Apply Changes Riaset Clear the Attachment
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