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To schedule a class:

Click on the Configuration icon. Choose the Class icon under Education Tracking.

&3 Class

To see if the class already exists:
1. Click the Course Code box. A list appears on the right side. You can type the course code in the
box once the list appears and go directly to the code on the right side.
2. Click the code on the right side.
3. Be sure to have the date range completed.
4. Then click Search.

To create a new class:
1. Click the Add button on the left side.

Enter your Class search crileria

T el ot i e (Soteern s 2
'— l_Lp_ The alphanumeric short name or
DBJIS{ZDI? abbreviation for the courge being
Deseriplion Start Date Range End taught through this class, ore
10/03/2012

Keywords Field Look Up Values
Code Description
00000000 No Course - FOR TES

Report Favorites do nt exist. _ Search | 0000001 Testing Course

S0MTG4-3  DRH Unit 4-3 Staff Me
50MTGS-1  DRH Unit 5-1 Staff Me
SOMTGES DRH Endo Staff Meeti
S0MTGNBN DRH Nursery Staff Me
50MTGOR DRH Operating Roomr
(ABLS58  Advanced Bum Life Si
ABMT48  ABMT Skills Day 2010
|ABMT48  ABMT Palient Flow Me
(ABMTS0 Phlebotomy Compete
{ABMTS1 Good Manufacturing F
AEMTTA22  Adult Bone Marrow Tri
KC2116 2100 Skills Dav for Rk

2. Click the Course Code box. A list appears on the right side. You can type the course code in the
box once the list appears and go directly to the code on the right side.

3. Click the code on the right side.

4. Enter the Start Date, Start Time and End Time.

L] ! i
ome Configuration|  Reporis ns | Preferences Heip Log Out
| Class Navigator - Course Code™ Status Comment
New Record Sm':ﬂ’:”?‘ i T
Classes i inimum Enrolim
LeiC ol [o/0ss2012 |
Start Time* Education Report Group Code
[os:00 |
RAPOIEMDHRS Ho RoLkiL. End Time* Enroliment Method*
[iz00 [Immediate (|
Status™
[Restricted ]
Summary

Save
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5. Status:

e Restricted (not seen for enrollment)
e Limited (seen but cannot enroll)
e Pending or Posted (seen and can enroll)
e Cancel (class is cancelled)
6. Enrollment Method: Setting that determines whether employees are immediately enrolled in a
class or an enrollment request is submitted that requires approval by an authorized user.

The following Enrollment Method options are available:

Immediate  All employees are immediately enrolled in the class
without submitting a request.

Need Employees who have a mandatory requirement for a
course (based on education requirements) are
immediately enrolled in the class without submitting a
request.

Employees who have a non-mandatory requirement for
the course or no requirement are submitted as a request
to enroll in the class. The request must be approved
before the employee is enrolled in the class.

Request All employees are submitted as a request to enroll in the
class. The request must be approved before the employee
is enrolled in the class.

7. Minimum enrollment: The minimum number of employees who should be registered for a class
before it will be held. A blank field indicates there is no minimum enrollment required

8. Status comment: Any comments explaining the status field entry.

9. Summary: Free-form text field to enter more information, such as a more detailed description of
this course.

10. Click SAVE.

You will see any Warning Messages at the top of the screen. The warning messages - Classroom Has
Not Been Assigned or Instructor Has Not Been Assigned - will appear.

You do not have to assign a classroom or instructor to schedule a class that
occurred in the past. You can proceed to the instructions that begin with
“To schedule a class...”
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Once the class is saved, you will see more options appear in the left column.

Class 1011
Class: 0000001 - Testing Course
010172013

Classes

The calendar date the dlass is
scheduled to begin. More,

hcions ] . —
Delete Replicate D — Pcw,w 5uamanReunnGruuDCuua Sun Mo Tus Wad Thu Fri Sat
$ 2 30 31 01 02 03 04 05
Start Date" id
+ it it 05 07 08 03 10 11 12
Start Time* M3 urn Ensoliment
i 13 14015 16 17 18 19
End Time* Total Enrolied 20 21 22 23 24 25 26
¢ [1500 ]
I ——— Stast Filed 27 28 29 30 3 01 02
Trangadion Bty « Restricted L J o]
Status Comment Method®
¢ Fee + mmediate
Repon Favores do not axist
Summary

|

=

To add a Classroom:

Click Classroom button. Then click the Add button.

. Class Navigator Warning Messages

Class 1af 1 « Classroom Has Not Been Assigned
Class: 0000001 - Testing Course & NESC ot Mo Boan A=iou)
(01/01/2013)

Classes I Filter Criteria

Classrooms do not exist for this class.
| Add

Delete Selected |

Class Sections

Click in the Affiliation box and choose Health System.

¥ Enter your Classroom search criteria: ;7_
Code Affiliation* Py . ;
The organization unit where this
| [HEALTH SYSTEM classroom is located. The
Description organization level in available in
I this field depends upon the level
where classrooms are assigned
fisea,-m within the corporation. llore...
Field Look Up Values
Code Description
HEALTH SYSTEM Health System

Search for a classroom using the Description box.
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Once you select the classroom, click the Assign Selected button.

949 s=aja s

Enter your Classraom search criteria:

Class 1 of 1 Code Affiliation*

Class: 0000001 - Testing Course !  [HEALTH SYSTEM
!_01101)’2013} Description

| Classes  [arh

Clear | Reset Criteria /
‘4

| Advanced r /
2 DRH - Education Classroom 20
Class Classroom Add Acso r DRH Endo Area 40
[ Assign Selected O DRH Nursery Unit 40
- ' DRH Speciail Services Staff Room 30
O DRH Staffing Office 25
L General | Attendees | r DRH Workroom 5

s | Instructors ]

To add an instructor, click the Instructor button.

Class Sections

vvar IIIIIS IHEBEGBEE
|- Instructor Has Not Been Ass
Class: 0000001 - Testing Course
01/01/2013) ] Filter Criteria
Classes Instructors do not exist for this cl:
F
Add
Delete Selected |

Search by last name. Check the box in front of instructor name. Click Assign Selected.

1—' Enter your Employee search criteria:
“lass 10f 1 Last Name Code
>lass: 0000001 - Testing Course v mﬂ' v |
01101/2013) First Name

Classes
Actions | searcn |

= 1 item was found.
Clear |Reset Crites

:J / i | Last Name First Name Code Login Name

Faena I WMCPEEK DEBORAH 100398 mcpeell1@duke.edu

ass Instructor Add Action

Assign Selected
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To schedule the class, click the Schedule button. This screen appears to confirm your data.

To save the class, click the Save button IF you do not have attendees to add.

 Class Navigator Start Date* End Time*
Class 10f1 01/01/2013 |16:00
Class: 0000001 - Testing Course Start Time*
(01/01/2013) o800 -
Classes | o e
. Sawe
[p2-00[03:00[04:00 [i7
_ [PRE-Educationcl |
[DEBORAH 1CPEEN _
| General | Aftendees
_Instructors
| Resources

To add attendees, click the Attendees button. Then click the Add button.

I |Tgum|

Click the Advanced button.

. Class Navigator Enter your Employee search criteria:

Class 10f1 Last Name
Class: 0000001 - Testing Course
(01/0172013) st name
_ Classes | -

| search |

From this screen, you can select one employee using last name or Login Number.
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= Enter your Employee search criteria:
Ji_ieneralugabor Distfibutionl [CIa;siﬁcah‘onl
Last Name Login Number
! 'l
First Name Login Name
v /1
Middle Name Hire Date
v /|
Legal Name Termination Date
! 'l
Preferred Name Badge Number
! 'l
Title Badge Library Code
! 'l
Employee Status Directory Senvice Name
! 'l
Code Show Terminated Employees
! vl

To select from your department, click the Labor Distribution tab and click in the Affiliation box.
Select Health System from the right side. Click in the Facility box and select the correct Facility from
the list on the right side. Click in the API Dept and type your department number once the list on the

right side populates. Click Search.

***x**0nce the search finishes, put a check mark beside the employees you wish to add to the class

Enter your Employee search criteria: 2040 HEALTHINFORMATION +Y] * @
Igenerali ILabor Distribution] [Ciassification] MANAGEMENT ;: ::
pren] R 2041 DHTS APPLICATION DEVE e
I —— 2042  DHTS ANCILLARY IS
v v 2043 DHTS INFORWATION SEC
Position Cade Grade Code 2044 HEALTH INFORMATION - ¢ S—
V | 2045  TUMOR REGISTRY
Job Class Code Affiliation 2046 CHIEF NURSING OFFICE -
g  [FEALTH SYSTEM 2048 AOO-MED/SURGICRITCA ||
: 2050 HOSPITAL EDUCATION & leam
el el ZLEL 2052 ADVANCEPRACTICENUF | lasssu
- e 2053 CASE MANAGEMENTPRC [
Employes Category Code Senior Executive (CNO-CFO-C00) 2054 HOSP ADM SYSTEMS & N
- R v PAYROLL R
e : 2055 AOO-ONCOLOGY SERVIC
Employee Class Code Vice President 5056 INFORMATION SYSTEMS
2057 TRANSPLANT COORDINA
Shift Code Clinical Service Unit 2058 SUPPORT ADMIN te
v v 2060 FOOD COURT SOUTH
Seniority Code 4P1 Dept 2061 RANKIN FOOD SERVICE
4 ¥ Posa T 2062 2L PROSTATE CLINIC J
Payroll Group Code Sub Unit ggg? hzii?;vci?qwcm :
2098 HOSPTIAL SOUTH, HART v
Union Code Approved Hours 2101 BIO-MEDICAL WASTE PRC
v v 2103 HANES HOUSE A
Status Code Daily Hours 2104  ENVIRONMENTAL SERVIC W
SUPPORT v
2105 BAKER HOUSE v
2127  REHAB UNIT SUPPORT v
2128 PSYCH UNITS SUPPORT
Search 2129  ADULT REHABILITATION ¥
2130 WILLIAMS v
mama R e et -
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Facility

LAl
Employee Category Code Senior Exacutive (CNO-CF0-C00)
TN | — o
’_'g Employee Class Code Vice President
v v
Shift Code Clinical Senvice Unit
- Seniority Code AP1 Def
' < EUSO
| Payroll Group Code Sub Unit
B ¢ v
Union Code Approved Hours
v
;]_ Status Code Daily Hours
=

B —  nievev AU

Once you have sel

@ [~ BURTOM NORRIS 68574 NBURTON

@ [~ CALDERONEJEAMMNETTE 469680 jc191@duke.edu
G M CAPPS ALTHEA 496320 ACAPPS

@ [C CARTER DEBRA
G T COLNS  ROGER 224064 RCOLLING
@ - COWAN ELLEN
¢ - Daws KHEGAN

Code _Login Name Employee Status  Organization Unit
G - MARYANN 55533 MBOSHER A HOSPITAL EDUCATION & DE
A HOSPITAL EDUCATION & DE
A HOSPITAL EDUCATION & DE
A HOSPITAL EDUCATION & DE
111278 DCARTER1 A HOSPITAL EDUCATION & DE
A HOSPITAL EDUCATION & DE
100413 ECOWAN A HOSPITAL EDUCATION & DE
289371 MDAVIS A HOSPITAL EDUCATICN & DE
4nanRd N IeVEY » UAGBITAI TR IRATIAR B AE

ected all the attendees, click a folder with the + sign on it. This screen appears.

4 = N =

SR LSS B B ) B D S LD L e

I Filter Criteria

Class 10f1
Class: 0000001 - Testing Course
(01/01/2013}

Classes
EEESTTTTA
[ Add  |[AddRequest
[ Approve || Cancel

| Deny

Click Schedule on

- e N —

Class Navigator

Class 10f 1
Class: 0000001 - Testing Course
(01/01/2013)

| Classes

» Class Enrollees: 6 - Maximum Capacity: 20

- Last Name First Name

[ BOSHER MARY ANMN 55536 A
r BURTON NORRIS 68574 A
W] CALDERONE JEANNETTE 469680 A
r CARTER DEBRA 111278 A
r EAGLE FELICIA 547429 A
] WRIGHT BEVERLY 224314 A

the right side. Once the confirmation screen appears, click SAVE

- .
End Time*

I‘IGGO

B classroomin use
W Resource inuse
-

Manacena §lnsailakia

Classroom jo2:00j03:00}04:00}05:00
Resource ERH—Educalloncl
Instructor EBORAH MCPEEK
o |[BEVERLY WRIGHT
[DEBRA CARTER
. ClifetCIEsE FELICIA EAGLE

IORRIS BURTON

LJEANNETTE CALDERONEI
ARY ANN BOSHER
|
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To add employees to existing class:

Search for the class. Click the folder to open the class.

Click Attendees. Click Add

=

Search for the employee.

2. Once you find the employee, place a
checkmark in the box.

3. Continue searching for the employees to
enroll in the class.

4. Once you have all the employees selected,

click the folder with the “+” sign (any of

the folders). This will add the employee/s

to the class.

l | Class Navigator U

Class 1 of 1
Class: EDS735 - Edirac
Updates for Staff {1 2012)

Classes |

-

| Add Request|

Delete Selectéd

—— e~ — =i

=

Last Name (o7
¥ |meek J
First Name
¢

Search

5 items were fgdnd.

Enteryour Employee search criteria:

Last Name  First Name (
MEEK DAVID £
MEEK LORIE ANN 1
MEEKS ALICIA ]
MEEKS ERICA g
MEEKS TAMATHA 4
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Transaction Entry (committing a class)

Click the Configuration icon.

Search for the Class you need to commit. Search for the Course Code and enter the date of the class —
Begin and End Date Range. Click Search

Enter your Class search criteria:

Course Code Start Date Range Begin
+ |[EDS735 ¢ [10/2272012
Description Start Date Range End
| ¥ 1072272012
Keywords
|
| Search |

Once the list of classes appears, click the folder beside the class you need to commit. When the General
class screen appears, check to make sure you have the right class. Then click Transaction Entry.

| Class Navigator " |Warning Messages
Class 1 of 1 Instructor Is Instructor Of Other Class: DEBOI
Class: EDS735 - Edtrack =
Updates for Staff (10/22/2012) Informational Messages
Classes Class Validation Warning: Maximum Enrollmer
the applied capacity.
Enrollee Calendar: GARY BARROW-WEST
Replicate Iﬁenera!l I&udilsl
Class Sections Mé DS ?3& -
General J Attendees I Description
Classrooms | Instructars | ‘S"Ihg‘g’?g‘ Updates for Staff
al
Repors | Resources I A I1 07222012
Schedule | / 9‘7“;"3’39’
13
Transaction Ehh’" End Time*
[15:00
Report Favorites Status®
Report Favorites do not exist. [Posted
Status Comment

Change Overwrite to Yes on the next screen. Then click the Next button under the Class Transaction
Wizard.

+)
i = ; &
Home ge ! Em C Reports Actions | Preferences Help Log Out
=| s Classrooms
Class 1 of 1 |10/22/2012 [DurhamRegionalC2
Class: EDS735 - Edtrack Start Time™ Instructor(s)
Updates for Staff (10/22/2012) 13:30 |[DEBORAH MCPEEK
Classes End Time Overwrite™
|15:00 o |Yes
Class Transaction Wizard s
Back ] Nexd
Cancel
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You will see a list of employees who registered for the class. To add Walk-ins, search for an employee
using the search criteria on the page.

Enter your Employee search criteria:
Last Name ode

First Name

|
Search

6 items are currently selected.

v Last Name First Name Login Name

v ARTAC JANET 56996 JCSE6@duke.edu A
v BARROW-WEST GARY 296735 GBS5@duke.edu A
v DRUMWRIGHT MARGARET 288865 DRUMWRMA@duke.edu A
V LEWIS DAVWNE 109986 LEWIS022@duke.edu A
Vv RIGSBEE DENISE 336727 RIGSB022@duke.edu A
v WARD NATALIE 436679 N1 3@duke.edu A

Once the employee name appears, put a Checkmark in the box beside the employee name. You will do
this step for each employee that was a walk-in and did not register.

A Enter your Employee search criteria:

Last Name Code
¢ |artac V|
First Name

A

Search I

1 itern was fosd. 6 iterns are currently selected.

First Name Login Name
56996 JCS6@duke.edu

<l

iv| Last Name First Name Login Name E
v ARTAC JANET 56996 JCS6@duke.edu A
2 BARROW-WEST GARY 296735 GB5@duke. edu A
v DRUMWRIGHT MARGARET 288865 DRUMWRMA@duke. edu A
72 LEWIS DAWNE 109986 LEWWIS022{@duke.edu A
2 RIGSBEE DENISE 336727 RIGSB022@duke.edu A
v WARD NATALIE 436679 NW1 3@duke.edu A

Once you have added all the walk-ins, click the Next button under Class Transaction Wizard.
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Once the next screen appears, you can change the Transaction Status if needed and the Attendance
Status if needed.

JANET ARTAC Pt

Transaction Status™ ‘/ Hours
P fo.00

Aftendance Status™ Cost
P / [000

Score

Credits
jo.o0

\

Transaction Status:

Description
Canceled
Failed
Incomplete
MNo Show
Passed
Withdrawn

14—l
é w

Use only the following:

Incomplete = may have attended class but did not successfully complete a test or demonstration
No Show = did not attend the class and did not notify appropriate department/person.

Passed = Attended or Passed a test

Withdraw = Withdrew from the class or called and withdrew due to having to staff unit/illness
Attendance Status:

Present = attended the class
Not Present = did not attend — was a No Show or Withdrawn

Click Finish.

You will receive an email with a pdf report that you have completed a Transaction Entry. Please
print the pdf report and attach to roster as confirmation the transaction was completed.



