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Administrator access to features and functions described in the HLC Help documentation is dependent
upon the administrator’s role and affiliation. Administrators may or may not have full access.
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Note: This guide is updated frequently. If you save or print this document, you should frequently
cross-reference the date stamp on any local copies with the most current version posted in the Help system.
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HLC Classes Management Classes Overview

Classes Overview

A class is an instructor-led learning activity added to an administrator-developed course. Classes must be
scheduled (date and time) and instructors, locations, and necessary resources must be identified for each
class. Classes can be held as live, instructor-led events, or as virtual class webinars.

Time Zones

When scheduling class dates and times, you will be presented with a drop-down list of global time zones
from which to choose. There is no global standard for time zones. These time zones are based upon the
standardized lists found in Windows, however the time zone abbreviations are unique to HealthStream.
HealthStream leverages the time zone controls within Windows, which allows for accommodation of both
global and unusual time zones for example, Arizona).

For a complete listing of HealthStream time zone abbreviations, see HLC Time Zone Abbreviations in the
Administrator Help.
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Adding a Class

Courses created in the HLC may include classroom activities. If a classroom activity is added to a course,
classes must be scheduled once the course is published. Upon course publishing, you will be prompted to
schedule classes. You may do so by clicking the class scheduling link from the course publishing page, or
by returning to the Add a Class feature at any time.

Adding a class consists of five parts:

Part 1: Searching for the Course

Part 2: Setting the Class Properties

Part 3: Setting the Virtual Class Properties
Part 4: Adding Instructors and Notes

Part 5: Adding Sessions and Resources

Part 1: Searching for the Course
To search for the course

1. On the Education tab, click Add a Class. The Browse for a Course page appears.

* LOG OUT

L T P — M 34 3008 2:88 B84 T

| Prante | Courses | [ keoocts | tock | secvces | My protie | 5t i = Oscis € e
Browse for a Course & Mpturn to Education

Sewch
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Adding a Class

2. Search for the course to which you want to add classes. You can search by typing in the course
name, whole word or partial word + wildcard or keyword, or by searching alphabetically or by
category. A listing of all courses matching your search criteria is displayed.

[reese  corer | [imore | 1ok | s | o et PR R——
Chass Scheduling
Browse for a Course
al | Cat
Search In Seiected Letter
3 Record(s)
a
@
=
Lagend:
T cussrcom
For assistance, call 1-800-123-4567.
3.

Click the name of the desired course. The Class Management page appears with the name of the

classroom activity (as was entered on the class Common Properties page).

=y

-
[Srcoe | couses | [eeuces 1 toon | servcs | oot |

. Cliss Scheduling
L9 Class Management

B Pediatric Nursing

& Pediatric nursing

From:12/3/2008 8:00 AM To: 12732008 500 AMCT 1 sesson
Course Mame - 1Dz Pedatrc Nursng - ER Rotaton

Current Registration/ Class Slre: (/5

Bulkding (Room}: Facktes Buldng(Cassroom 178)

Instructors: Aobert Smith

For assistance, call 1-800-123-4567.

COLCATIS ACWERZS CUMNONS

o Cliis. G REturn to Course Search

* LOG OUT

M 24 2008 202 PM.CT

[ 5ee Mag =~ Dscs € Heby

1 Record(s)

Note: If there is more than one classroom activity within the course, a list of classroom activities is
presented with their names hyperlinked. Click the name link of the class learning activity you wish to

schedule and the Class Scheduling page appears.
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4.

Click Add New Class. The Create Class page appears and includes information from the classroom
template created when the course was developed.

* LOG OUT
M 34 3008 253 P4 T

| Pranle | Courses | [ kepoets | tock | secvces | vy protie | st i = Oscis €@ ieb

[ L e —

s Scheduling T
34 Create Class -

Class Information Ruequred Fiekds are marked wih &
Cass Name: # Pediatne Nursng

M See: 2

Rernove student “Regater” opton darys before Start Date

Watist: [ This ciass has 3 watist

An orange
asterisk (*)
......... indicates a
required field.

¥ Smin, Robert ‘ B

Olass Sessionss

£ - & = Gentral Time - Ak Sani

Part 2: Setting the Class Properties

To set the class properties

1.
2.

In the Class Name box, change the class name, if desired.

In the Minimum Size and Maximum Size boxes, change the minimum size and maximum size of
the class, if desired.

You have the option to determine when registration will no longer be allowed by placing a desired
number of days before the start date in the Remove student “Register” option box.

You have the option to determine when dropping a class will no longer be allowed by placing a
desired number of days before the start date in the Remove student “Drop” option box.

Select the Waitlist check box if you wish to have a waitlist for the class. (See Managing a Waitlist in
this document for details on managing a waitlist.)

In the Schedule Access list, select the desired access. Valid options are as follows:

e Allow Students to Register for Class — allows students to view scheduled classes and self-
register for the class of their choice by clicking the Register link.

e Allow Students to View Class Schedule Only — allows students to see when classes are
scheduled to occur but does not allow self-registration. When this option is selected, students will
see the following message: “There are no classes currently scheduled for this activity, or,
students have not been given access to the class schedule. Please contact your supervisor or
HealthStream administrator for assistance.”

e Do Not Show Class Schedule - hides all scheduled classes from student viewing. This is useful
for class schedules managed by administrators, instructors, etc.

Note: Students can view only upcoming classes in the catalog. If an administrator enters a class that
was held in the past, it will not appear on the upcoming class schedule.
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Part 3: Setting the Virtual Class Properties

To set the virtual class properties

1. If you are adding a virtual class you may have additional options, depending on your web-based
conference/meeting software. These options include Record this Class? and Passcode.

Web-based Conference Meeting Software Supported by the HLC
Meeting Record this Class? option Passcode option Instructors per Class
Software supported? supported?
Centra Yes Yes Several
GoToMeeting | No Yes One
This platform supports recording the Limited to a single instructor
meeting to a local PC only and requires whose account must be
manual configuration using its own configured directly on
system options. GoToMeeting prior to class.
Live Meeting Yes No Several
WebEx No Yes Several
This platform supports recording the
meeting to a local PC only and requires
manual configuration using its own
system options.

Note: One web meeting platform can be implemented for an entire organization.

2. Select the Record this Class? check box if you want your web meeting software to record the audio
and video of the virtual class. When selected, students who attend the class will be able to access the
recording from their transcript.

When this option is present, the most recently recorded class will appear on the class schedule as a
self-register option, allowing students to view the recorded class in lieu of attending a live virtual
class. To disable this, clear the Record this Class? check box after the class ends for each class.
Students who attend a live virtual class will still be able to access the recording from their transcript
as long as it remains on the web meeting server.

Note: Online recordings are stored on the web meeting software’s servers, not on HealthStream’s
servers. Depending upon your license agreement with your web meeting software’s vendor,
recordings may remain for a limited time only (for example, one year). The HLC does not
automatically remove links to recordings that are no longer available.

3. Select the Passcode check box if you want students to enter a passcode prior to entering the live
virtual class event. Generally, this is used when the Schedule Access option is set to Allow
Students to View Class Schedule Only or Do Not Show Class Schedule. (When students
choose to register for and view the recorded class, they are not prompted to enter the passcode.
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Part 4: Adding Instructors and Notes

To add instructors and notes

1. The Instructors box is populated by qualified instructors who were added when the class template
was created. Clear the check boxes of the names of those instructors who will not teach this specific
class. If another instructor from your institution is needed, and the Use Only Qualified Instructors
check box on the class template was not selected, you will see an Add Instructor(s) link with which
you can search for additional instructors for the class (See Adding a Classroom Activity in the HLC
Courses Management user guide). To search within your organizational hierarchy for instructors (if
applicable) click Search Organization in the upper right-hand corner. From this page you can
search by name, user ID, or administrator role.

Note: If you are scheduling a virtual class and you use GoToMeeting, you must (1) have the
instructor account set up in advance on your GoToMeeting account and (2) select only one instructor
for the class.

2. If the Use Only Qualified Instructors check box was selected on the class template, you will be
able to clear all but one of the qualified instructor check boxes.

3. In the Class Notes (to students) box, enter any class notes you would like the student to see.

Tip: Click @ if you want to check the spelling of the notes.

Part 5: Adding Sessions and Resources

To add sessions and resources

1. In the Class Session area of the page, enter the start date and start time, and end date (which may
be the same as the start date) and end time.

Tip: Pressing the <Tab> key will populate date of the End Date box to the same date as the Start
Date box, and will populate the end time to one hour past the start time. Either can be manually
adjusted as necessary by typing in values, using the calendar tool, or the time list. You can also click

@ to select the date.

2. Inthe Time Zone list, select the class time zone. For additional information on time zone selection,
see Classes Overview in this document and HLC Time Zone Abbreviations in the HLC Administrator
Help file.

Note: The student will see the class time, adjusted to the time zone noted on the student’s record.
For example: If the student record indicates Mountain Time as the student’s time zone, and a class is
scheduled for 10:00 a.m. Eastern Time, the student will see the class time as 8:00 a.m. (the
Mountain Time equivalent). Also, time zones auto-adjust for the Daylight Savings Time, where
applicable.
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3.

10.

Click Add Session. The Create Class page refreshes, displaying the added session in the Class
Sessions section.

* LOG OUT

M 34 3008 235 P84 T

[cowie | Lirvoets | i | severs | o e | e = oscs Qe

s Scheduling —
34 Create Class Ll

Class Information Requred Fiekds are marked with a
Caass Name;# Pediatnc Nursng

Hrumun Se: 2 M See; 5

Remove student “Regeter” opton days before Start Date Remove student "Drop” opton days before Start Date

Wathst: 7 This class has & watist Schedule Acoess:  Allow Students ts Fegrter for Cleas.

Class otes:
[—

Instructon: &

¥ Smith, Robert
‘ a

Dlass Sessions

Start Date Time End Date Time Time Zone Options Resources

A1/200% 12:00 AM 473072009 12:00 AM er

= o = ¥ EastenTime I = A Bevsion

Sam S and A Aniher Gancel

For assistance, call 1-800-123-4567.
D ekt o £ a

Click Add Resources. The Browse for Resource page appears.

* LOG OUT

M 34 3008 257 244 T

= [crrts T ioce [ srvers | o ot | Dt = s G1ed

Riesource Selector o
Browse for Resource - n
Resource Information
Resource Name/Nurmiber:
Resource & & # Room  © Equipment © Al Resources

Resiource Type: Salect
Resquired Capacty:
Handicap Accessbilty: Handsap Actasible Hot Mendicag Atcassible @ Both

Location &: Indoor ) Dutdeor  # Both

Search

For assistance, call 1-800-123-4567.
© i [R—

Search for the desired resources, such as rooms and equipment that you want to associate with the
class.

Select the resource and click Continue. You are returned to the Edit Class page.
Repeat the previous step to add more resources, if needed.

If there is only one session for the class, click Save. If the class includes more than one session,
proceed to the next step before clicking Save.

Note: A class can include one or more sessions. Attendance and grading however, occurs at the
class level, not the session level. If you wish to track attendance and grading for each session, you
must create a separate class for each.

To add additional sessions for the new class, click Add Session and enter the start and end dates
and times.

Once all entries for the new class have been made, click Save or click Save and Add Another if
you wish to create an additional class. Or, you may click Copy to create a duplicate of the class
settings to use as a template for a new class.

Updated: August 2011
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Designating a Recorded Virtual Class for Student Self-
registration

If your organization’s web meeting system supports recordings with the HLC, students can be permitted
to self-register for a previous virtual class and view the recording (either as an alternative to, or in
absence of, an upcoming virtual class live event).

The HLC supports access to server-based virtual class recordings via the following products:

e Cisco WebEx
e Microsoft LiveMeeting
e Saba Centra

Whenever one or more virtual classes have the Record this class? check box selected, the latest (most
recently completed) virtual class will appear on the Class Schedule for students. This will appear below
any upcoming classes on the schedule in a section labeled Recorded Class. If none of the virtual classes
have the Record this class? check box selected, then the Recorded Class option will not be displayed.

Students may register for the recorded class by selecting either Session 1 Recording or Register and
View in the Recorded Class section.

Note: Recorded classes ignore the Waitlist and the Schedule Access settings. If the recorded class
happens to be full, the class will appear on the schedule as FULL. If the class is set up with a waitlist, the
student cannot be added to it. Recordings will appear on the Class Schedule for student self-
registration even if Schedule Access is set to Allow students to view class schedule only or Do
not show class schedule. If you do not need a recorded class to be available for student enrollment,
clear the Record this Class check box.

Once a student clicks either link they will be registered for the class and the recording will open in a new
window.

To complete the recorded class, the student must be graded for the class by an administrator. Until then,
they will appear as In Progress on the course and registered in the class.

Tip: If there is a need to designate an older recorded virtual class as the recorded class for which
students may register, then the more recent recorded virtual class (or classes) will need to have the
Record this class? check box cleared. Students who attended a live virtual class that was recorded will
retain access to their specific session’s recording through the My Transcript page, even after the check
box has been cleared.

To prevent students from having a Recorded Class option on the class schedule for a particular course,
all virtual classes that have been recorded must have the Record this class? setting cleared. Students
who attended the virtual class will still be able to access the recording from their My Transcript page as
long as the recording remains on the web meeting provider’s server.
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Searching for a Class

Searching for a Class

To search for a class

1. On the Education tab, click Manage Classes. The Search for Classes page appears.

[T r——— Mas 34 2008 238 P8 €T

. T —
Classroom [nformation
Class Name:
Course Identfier;
Course Hame:
¥ M Affhations

¥ HesttStream Medcal Center

Class Affiation!

Sesgnn Date Range: Freen: B Theough i)
nstructoe Frst Name:
Instructox Last Nasme:

Bukding Name:

Class Type: & Al Carss Types Clasgroom Virtual Classoom

L
Chies

Crading Status (Search # Grading hot Compiete Gradng Compiete
Vibity): (vetie) (Hidder)

o, call 1-800-123-4567.
1R

S bl B, S 1 gl e

* LOG OUT

| Prante | Courses | [ keoocts | tock | secvces | My protie | 5t i = Dscis € e

Note: You may also click the Most Recently Edited icon to the right of the Manage Classes link

to view and access direct links to the 10 most recently edited classes.

Class Management
Add a Class

Manage Classes [ d—

2. Enter desired search criteria. By default only the current organizational level and below will be
searched for classes. To look for classes above the current level in the organizational hierarchy
deselect all the affiliations. To look for a class at a particular level in the organizational hierarchy,
click Search Affiliations and select the affiliations in which you wish to search for classes.

Note: You may also filter your search by Grading Status: Any, Grading Complete (Hidden) or
Grading Not Complete (Visible). Selecting the Grading Complete for This Class check box

when grading a class automatically moves the class to Hidden status.
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Searching for a Class

3. Click Search. A list of all classes meeting your specified search criteria will appear.

Cliss Scheduling

Search Results

& LR safety Classroom

Instructors: Robert Smth

Search for Classes

From:11/13/2008 12:00 AM Toi 11/14/2008 12:00 AMCT 1 sesson
Course Mame - 1Dz ER Safety Courne

Current Registration/ Class Skres 55

Bukding (Room): Facites Buking(Cassioom 128)

For assistance, call 1-800-123-4567.

© - b

15¢e Map == Dncus € el

e ——

Updated: August

2011
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Editing a Class

Editing a Class

To edit a scheduled class

1. Perform a class search. See Searching for a Class in this document for details on conducting a class

search.

2. Click the name link of the desired class. The Edit Class page appears.

Y S ——

[eeuces 1 toon | servcs | oot |

Chiss Scheduling
*4 Edit Class
Class Information
Carss Namez# ER Safety Classroom
Mrimun See: 2

Rermove student “Regstes” opton 0 days before Start Date

Reuired Fiekds are marked wih 3

Mamum Soe: &

Remove student "Drop” opton © days before Stant Date

wiather: 5 Thes class has & watist Schedule Access: Allew Studests ts Regeater for Claas -
¥ Smith, Robert a8
Insructors: » Class Notes:
(b2 staderns)
Oass Sessiong
Start Date Time End Date Time Time Zome Options Resources
¥ Cassroom 128
111372008 12:00 AM 11/14/2008 12:00 A9 T
= ¥ ol Time E Add Session
Doy S Sive 2o Add Aecthed Cancel

3. Make desired edits.

4. Click Save to save the changes or click Save and Add Another if you wish to add an additional

new class immediately.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report

with the selected class.

Updated: August 2011
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Registering Students for a Class

If you wish to have certain students attend a specific class, you may register them for the class. You may
do so if the student has been assigned the course. You can also register unassigned students.

Note: Registering a student for a class enrolls the student in the associated course (if they are not
already enrolled). The course enrollment will appear in the Elective Learning area of the student’s My
Learning page. If the associated course is part of a non-sequential curriculum that is on a student’s My
Learning page, the registration will be associated with the course within the curriculum (even if the
curriculum is assigned).

Student registration becomes enabled when a class is added (see Adding a Class in this document). You
can register students as soon as a new class is saved, or return to the class at a later time (see Searching
for a Class in this document) to access the Registration link.

To register students for a class

1. Save a new class or search for an existing class. (See Searching for a Class in this document for
details on conducting a class search.)

* LOG OUT

L = P —— M 24 3008 308 B4 T

| Pranle | Courses | [ keooets | tock | secvces | vy protie | [15eeMag o Dscins @ Heb

Chiss Schedu >, =Y .4
L7 Edltclas:q == '“5 B e O com | ] e P Betum
Class Information I Reqred Fiskds ane marked with 2
Caxss Name:# ER Safsty Classroom
Mrimun Soe: 2 Manmm Sge: &
Remgve student “Regater™ opton § days before Start Date Remove student "Drop” opton © days before Stant Dete
wiathet: 5 Thes class has & watist Schedule Access: Allew Studests ts Regeater for Claas -

s hotes:
{1 amderns)

Irtructon; »

¥ Smith, Robert
‘ a

Oass Sessionss
Start Date Time end Date Time Time Zome Options Resources
¥ Classroom 128
11/13/2008 12:00 AM 11/14/2008 12:00 A9 [

v v

Cartral Time - Add Session

Defale Sam Savr and AS3 Anciher Camel

For assistance, call 1-800-123-4567,
-

rT—

2. On the Edit Class page, or from the return search page, click Register. The Register Students
page appears.

* LOG OUT

M 34 3008 3:08 B4 T

| prosle | Courses | [ erocets | tocks | servces | My protie | [Sea i o Dkcis € e

By Cliss Scheduling s
# Register Students e @ fumn Qe
Last: First: Midde:
User ID(s):
Status: * Addive Inactive Both Active and Inactive
Search Cancel
For assistance, call 1-800-123-4567.
10 Hetireams o T 3000 Maat B, 1o 1 R Ry
Basainms
HLOWEB. AMENEN ARSI
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To register individual students

1.

10.

11.

Perform a student search. See Searching for a Student in the HLC Student Management user guide
for details on conducting a student search. A listing of all students matching your search criteria
appears.

34 3600 3o 200 £T

[Prose | cowses | I N T 5e8 v = s @

Gy Chiss Scheduling . , .
% Register Students P lew Sewnch G Previus Seare
Search Resulls. 4 record(s)

Sedect Tame status User 1D lob Category Alfation
Dos, John Actve fohndor] Uncategormed 1001 - Hurging
- Hursing

Doe, John Actve johngdon Uncategored
Doe, June Active Janedce Uneategorzed 1001 - Bursing
Doe, Marylane Active mjdoe Uncategoreed 1001 - Nursing

Clear All Selected Resalls Check Ad Cunent Search Resulls Contnue.

For assistance, call 1-800-123-4567.
(G ey oyt € 3008 aa B, o 1 R R

Select the check box(es) to the left of the students’ names you wish to register for the class, or click
Check All Current Search Results.

Click Continue. A confirmation of all selected students appears. To alter your student selections,
click Return and perform a new student search.

PeattSirwam Macical Catar | Ackmiratratcs

| Pronle | Courses | [ erocets | tocks | servces | My protie | [Sea i Dscins € e

(e Ctiss Schedubing Bt e " Manace Recking: e [) B Retur
¥l Register Students U B Cem 51 e % _J - < Betu
% ER Safety Classroom
Course Mame: ER Safety Course
Class Session Range: 11/13/2008 12:00 AM - 11/14/2008 12:00 AM CT 1 session
Confirm Student Reglstrations:

2 record{s)
Mame user 10 Status
John  Doe Johnqdos Aatve

Marylane Doe midoe Active

Hew Saaich Flagater

Click Register. The registration request is submitted to Request Manager.

To add more students to the registration list, click Manage Registrations. The Manage Student
Registrations page appears.

Click Register and follow the instructions above.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report
with the selected class.
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To register students using student groups

Registering Students for a Class

1. On the student search page, click Advanced Search. The advanced search options on the Manage

Students page displays.

¥ Register Students
Last: First: Middle:
User [D{s):
Status: = Adive Inadive Bath Active and Inactive
¥ A Departments Job Tek:

7 1008-Nursng - ¥ 1120-Surgery RN

¥ 1002-Laboratony ¥ 1125-Sungical Assstant
¥ 1003-Radology # 1130-Surgical Technicsan

¥ 1050-Nutrtional Services ¥ 230-Unk Secretary

1A ok Tikes.

Job Category ¥ A Job Categores.
¥ Athienc Tranes .
i Blng/Codng Personne

¥ Cirical Manager

¥ Cirical Technican

For assistance, call 1-800-123-4567.
@ tihant b £ 39 ot o 4 B R
insmams

]

Hire/Re-Hire Date: Hre/Fe-Hre Monith:

From: Theough: From: A = Through: AN
Revew MonthyDay: Revew Month:

From: [0 theough: o] From: Al - Through: A
Acte Date: Actve Month:

From: B mough: i) From: A8 = Through; Al

Search Cancel

% G Retum to Cisses

[T ——— M 34 2008 342 8 T m

15¢e Map == Dncus € el

2. Click Search Student Groups. The Search Student Groups page appears.

Manage Students
ﬁ Search Student Groups

Student Group Kame:

‘Student Group Vibaty: * Viie Hden Bath

Student Group Type: Profie Indvdudl  Both

Creation Date Range: From: Through:
AdrrEstratoe: Last Name: First Name: User 10x

For assistance, call 1-800-123-4567.
Huckhliroont  Sorich 3500 Sl B, 1os. U1 Bights Rl
(TR

OO 4 HLCWEB CARNHN

[ — pre- M 34 3008 3e13 P T ﬁ

15¢e M == Dncus € el

@ Retum (o Manage Students

Semch Cancel
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Perform a student group search. See Searching for a Student Group in the HLC Student Group

Management user guide for details on conducting a student group search. A list of matching student
groups appears.

=
| peaole | Coursos [RMRMISN] ovorts | Tooks | servees | My proie | IS8 May o Dsciss € Heb
Manage Students
Rsturn o Marage Students
ﬁSearthSh.ldentGmups <P Return to Maroe Studen
Student Group Name:
Swdent Group Vbity: Vet Hiden Beth
Student Group Type: Frofie Indvvidus # Both
Creation Date Range: From: Through:
Admestrator: Last Ham: Fest Name: Usir 10
Search Gancal
A
5 Record(s)

Name Type Count AdfRation Last Updated Updated By

Hazardous Materilk Tramees Profie 5 Insttution 3/16/2009 3:34:00 PM Robert Smth

Hazmat Revew Incividual 1 Instruton /242009 5:26:00 AM Robert Smith

Harmat Trainees Profie 87 Instrution 1071672008 7:30:00 PM Robert Smith

tursing Management Profie |7 Instrution 11/21/2008 2:12:00 PH Robert Smith

Nurgng Trainges Indvidusl 7 Insttution /16/2009 3:40:00 PM Robert Smith

Select
For assistance, call 1-800-123-4567.
(5 Hastitiorsan oo T 30 e B, Tne. 41 R Rarca
e
CHRCWER ABLCHER AR

Select the check box(es) to the left of the student groups you wish to register for the class.
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Registering Students for a Class

5. Click Select. The advanced search page appears with the student groups that you selected now
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Select the check box(es) to the left of the students’ names you wish to register for the class, or click

Check All Current Search Results.

Click Continue. A confirmation of all selected students appears. To alter your student selections,

click Return and perform a new student search.

10.
Registrations page appears.

11.

Click Register. The registration request is submitted to Request Manager.
To add more students to the registration list, click Manage Registrations. The Manage Student

Click Register and follow the instructions above.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report

with the selected class.
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Managing Class Registrations

To manage class registrations

1. Perform a class search. See Searching for a Class in this document for details on conducting a class
search.

2. Click Manage Registrations from either the search return page or by clicking the name link of the
class to access the Edit Class page. A listing of all registered students appears. A waitlist may also

appear at the bottom of the page (see Managing a Waitlist in this document).
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To register additional students

Click Register and follow the procedure to register students for class (see Registering Students for a
Class in this document).

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report
with the selected class.

To drop students from the class

Select the check box(es) to the right of the student’s name in the Drop column, then select one of
the following two options:

e Click Drop from Class if you wish to remove the student from the active class roster but keep
the student enrolled in the course.

e Click Drop and Un-enroll From Course if you wish to remove the student from the class roster
and un-enroll him/her from the course.

Dropping a student from a completed class may affect student course completions. For example:

e A course contains a single classroom learning activity.
e A student completes the classroom activity and therefore completes the course.
e The student is subsequently dropped from the completed class.
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e The class completion is removed, as is the course completion. The course is removed from the
student’s transcript. If the course was originally assigned, it will reappear in the Assigned
Learning area on the My Learning page (unless the due date has passed, in which case the
assignment’s due date/end date rules apply). If the course was elective or enrolled, it returns to
the Elective Learning area of the My Learning page.

o If the course completion was bridged to any curricula or equivalents whether they are in progress
or completed, they will be re-evaluated. It is possible for completed curricula and equivalents to
return to a student’s My Learning page for completion when a course completion has been
deleted.
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Managing a Waitlist

When scheduling a class, you may choose to add a waitlist for class registration (see Adding a Class in
this document). If a waitlist is added, it will appear at the bottom of the class registration page, and will
populate when more students are registered for or have self-enrolled in the class than the maximum
class capacity allows. Students who are waitlisted will see the Waitlisted designation on their My
Learning pages.

Note: When students are first registered for class, if more students than the maximum capacity allows
are registered at one time, students will move to the active roster in alphabetical order. Once the roster is
filled, the remaining students will appear in alphabetical order on the waitlist. Subsequently registered
students will appear at the bottom of the waitlist, and will be moved from the top of the waitlist to the
active roster as space becomes available.

To access the waitlist

1. Perform a class search. See Searching for a Class in this document for details on conducting a class
search.

2. Click Manage Registrations from either the search return page or by clicking the name link of the
class to access the Edit Class page. A listing of all registered students appears. A waitlist appears at
the bottom of the page.

* LOG OUT
M 34 3008 308 B4 T

| Pranle | Courses | [ keooets | tock | secvces | vy protie | st i« Oscis € ieb

[ L e —

Chiss Scheduling = =8 s ny b
%4 Edit Class K, Reast _& anage Begelrsnons 1 £y v | g Bocter G R

Class Information Rueuined Fisids ane marked with &
Chass Name: & ER Salsey Classroom
Mrimun See: 2

R L "Regate™ opton 0 days before Start Date

Wather: % Thes class hars & watist

¥ Seith, Robert

Iretructon; »

Oass Sessionss
Start Date Time End Date Time Time Zome Options Resources

¥ Cassroom 128
MUTA2008 12:00 AM 111442008 12:00 AM €T

[ v )

To replace a student from the active roster with the student at the top of the waitlist

1. Select the check box(es) in the Drop column to the right of the student’'s name on the active roster.

2. Click either Drop From Class or Drop and Un-enroll From Course. The student will be removed
from the active roster, and the student previously at the top of the waitlist will be moved onto the
active roster and will appear in alphabetical order.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report
with the selected class.
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To remove a student from the waitlist
1. Select the check box(es) in the Remove column to the right of the student’s name on the waitlist.

2. Click Remove.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report
with the selected class.

To force a student from the waitlist onto the active roster

1. Select the check box(es) in the Force column to the right of the student’s name on the waitlist.

2. Click Force. The student will be moved onto the active roster and will appear in alphabetical order.
Note: Forcing students onto the active roster permanently increases the maximum class capacity.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report
with the selected class.
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Grading a Class

Once a class start date and time has arrived, the Grade link becomes available. Classes must be graded
for the system to give students credit for successful class completion.

Note: Prior to grading a class, review the class learning activity Completion Mode and No Show
option.

To grade a class

1. Perform a class search. See Searching for a Class in this document for details on conducting a class
search.
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2. Click the Grade link to the right of the class you wish to grade. The Grade Students page appears,
including a list of students who were registered for the class.
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3. Select Grading Complete for This Class. This will hide the graded class from routine class
searches. Hidden classes are, however, always retrievable.

4. Select the desired class grade status for each student:
e No Show - Student did not attend or complete the class (see information below)

e Attended - Student was present at class (required for a Completion Required class learning
activity)

e Passed - Student attended and achieved a defined outcome for the class
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e Grade - Student attained a specific % grade for the class. A grade must be added if the class
learning activity is Pass Required, includes a minimum passing score, or has an assigned score
percent weight.

Note: If a class learning activity is Pass Required, a percent grade must be entered that is equal to
or greater than the Minimum Passing Score for the class. Clicking the Passed check box alone
does not meet the completion mode passing requirement. If Passed is checked, but the score
entered is less than the required minimum, the student fails the class and the course.

Click Save.

Note: You can add and grade more students for a class after the class has taken place (for instance,
walk-ins) by registering and then grading the additional students.

Tip: After students have registered or have been registered for the class, the Roster icon is visible
at the top of the screen. When clicked, it pre-configures the Class Roster and Sign-In Sheet report
with the selected class.

No Show Grading

Grading a student as No Show has implications based upon the class learning activity Completion
Mode and the No Show Rule selected on the class learning activity Common Properties page.

Key points:

If a class learning activity completion mode is Not Required, students complete the class by default,
regardless of the associated No Show Rule. No grading is needed.

If the class learning activity completion mode is Completion Required or Pass Required, and the
No Show Rule is Student Fails the Course, students graded as No Show will fail the class and
fail the course.

If the course was assigned, it will be reassigned and all learning activities will require completion,
including those already completed in the failed course.

If the course was elective, the student may choose to re-enroll.

If the class learning activity completion mode is Completion Required or Pass Required, and the

No Show Rule is Student is Incomplete, students graded as No Show will be unable to proceed

through the course. The student is unable to select another class however, the student does not have
to retake previous learning activities. The course does not fail and does not have to be re-assigned or
re-enrolled in.

To enable students to attend a subsequent class and continue through the course, do not grade the
student as No Show. Drop the student from the missed class using the Manage Registrations
feature. This will allow for student registration into another class.

Students graded as No Show will appear on the No Show report for that class. If the grade status is
changed to Passed or Attended or if the student is dropped from the class, students will be
removed from the No Show report.

If the No Show grade results in course failure (see second bullet above), the student’s course failure
will appear on the Failed Courses report.

Note: Class grading can be changed at any time (for example, from No Show to Attended or Passed).
Consider how changing a class grade will impact the student’s course and report statuses.
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Copying a Class

If you wish to offer a class more than once, you can use the class copy feature to create the additional

classes.

To copy a class

1. Perform a class search. See Searching for a Class in this document for details on conducting a class
search.

2. Click Manage Registrations from either the search return page or by clicking the name link of the
class to access the Edit Class page. A listing of all registered students appears. A waitlist may also
appear at the bottom of the page (see Managing a Waitlist in this document).
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3. Click Copy from the class search return or the Edit Class page. An exact copy of the original class
appears, with the name of the class changed to [Original Class Name] Copy on the Add Class
page.

T ‘wlmﬂv -‘-W Prodie = -\xI:;SR:‘I; Osans € Heb
Class Information Requred Fekds are marked with a *

Cass Name: # ER Salety Classroom Copy
Remove student “Regeter” opton 0 days before Sart Date Remove studert "Drop” opton § days before St Date
Wathst: ¥ This class has a watist Schedule Access: Allow Studests ts Regester for Claas. /4,7 orange
¥l Smith, Robert — .
asterisk (*)
S (i e Indlicates a
bt required field.
Class Sessions®
Start Date Time End Date Time Time Zone Oplhm Resources.
117132008 13:00 AM 11142008 12:00 AM (=) e
= &= % CamralTime Add Session
Gave Save and Add Anathel Cancel
For assistance, call 1-800-123-4567.

Note: Student registrations and waitlists from the original class are not copied.

4. Edit class information as needed. For instance, you may clear the instructor listed for the original

class and replace with a new instructor by clicking the Add Instructors link and performing an
instructor search.

Updated: August 2011 23



HLC Classes Management Copying a Class

© o N o

10.
11.
12.

Click Edit to edit the class sessions, changing the start and end dates to the dates for the new class.
You may also edit start and end times, if needed.

Click Update.
Clear the check box(es) next to resources that will not be needed for the new class.
Click Add Resources to select resources for the new class.

Perform a resource search. See Searching for a Building Resource in the HLC Building and Resource
Management user guide for details on conducting a building resource search. A listing of resources
matching your search criteria appears.

Select the check box(es) beside the desired resource(s).
Click Continue. The new resources will appear in the Resources box.

Click Save to save the class copy. If students are given full access to register for classes, they can
select from all available classes created by copying the original class.

Updated: August 2011 24



HLC Classes Management Deleting a Class

Deleting a Class

To delete a class

1.

Perform a class search. See Searching for a Class in this document for details on conducting a class
search.

Click the name of the desired class. The Edit Class page appears.
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Click Delete. A confirmation prompt appears.
Click OK to delete the class.

Deleting a class may affect student course completions. For example:

A course contains a single classroom learning activity.
A student completes the classroom activity and therefore completes the course.
The class the student completed is subsequently deleted.

The class completion is removed, as is the course completion. The course is removed from the
student’s transcript. If the course was originally assigned, it will reappear in the Assigned Learning
area on the My Learning page (unless the due date has passed, in which case the assignment’s due
date/end date rules apply). If the course was elective or enrolled, it returns to the Elective
Learning area of the My Learning page.

If the course completion was bridged to any curricula or equivalents whether they are in-progress or
completed, they will be re-evaluated. It is possible for completed curricula and equivalents to return
to a student’'s My Learning page for completion when a course completion has been deleted.
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