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Purpose

This job aid is for users who have a special security role that allows them to register their direct reports and
other viewable users to specific learning activities.

Requirements

e Access to Manager Mode
e Security role permissions to be able to register others for training

Procedure
1. Log into the Learning Hub.
2. Click the Administrator icon then PRODUCT ADMINISTRATION>LEARNING ACTIVITIES
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3. Search for course.
Click in the Search box on the top left of the Learning Activities. There you will type something unique
such as Epic ADT 101, ORCA Training, Sexual Harrassment, etc. like this to search for your particular
course offering. This will narrow the search to just show you the course offering you are looking for.
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4. Once class to register someone for it found, click the arrow next to the EDIT button and then Manage
Roster on the dropdown menu.
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5. You will be taken to a Batch Registration page. If you are registering someone for an in person class you will
have the option here to select the class for them to register for. For an online training their will only be that
single option.
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Home = Regiskration Process

Batch Registration

ou can select multiple users and register themn all simultaneously for an activity, First, select the activity or activity structure and dick Continue. Then add users to your avalable
list. From this list, select users to send to the roster or the waiting list. When you are done, click Submit to process the batch of users or if payment is required, click Purchase.

Epic REG 101 - Prelude Offering Wiew | Al Upcoming Offerings -]

2
—

Available Capacity: Urlimited

[  ®E Course : Epic REG 101 - Prelude Available Capacity: Unlirmited =
Required: At least 1

6. Scroll down and click continue

¥ W Session :Day 1 Available Capacity: Unlimited
Monday, September 08, 2014 L Toweer T-17 Training Room,
. g University of Washington Tower
9:00 &M PDT - 4:00 PM POT it o &
172 W Session : Day 2 Available Capacity: Unlimited
Tuesday, September 09, 2014 W Tower T-17 Training Room,
3.00 &M FOT - 4:00 PM POT g;‘a"t'i{;'t‘;\fog Washingtan Tower
¢ W@ Class : Epic REG 101 - Prelude Svailal_:tle I%a&acrjt_v: tJnh?Ited
Marday, Septernber 22, 2014 9:00 &M POT - SQ;‘;‘?E' ‘\‘Ni ashington Tower
Tuesday, September 23, 2014 <:00 PM PDT =

Continue

Select Users @ |

7. Scroll down a bit. In Available Users Box click Add button

Lvailable seats i i Records: O
Available Users Selected users: O Registration Available seats: Unlirmited
Available users: 0 Users pending approval: O
Users not in allacation: O "

Waiting List

Recards: 0

Cancel i

8. A pop up window will open.
If you have it, put the users AMC/Email address in the box and click “Next”
The search should find 1 record that matches the user. Click Select All and they will be ready to be
registered.
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Select Users Select Users

Select one or more users from the list below and click OK.

| | @ select users by domain

[ selected Items: 0 | Records: 1

4 | © select users by organization e p— e

O Select users by job Number Hanager Domain Erimary Job Oraanization

[Shina LoUrsE pEGAR 858000450 JOHN W.N. BUELL  Harborview PROJECT PATIENT CARE  Active

| | © select users by audience g Medical ... APFOINTMENT... SVCS A..

© Select users by manager (Back ||l selectall | oK ) (cancel)

(O Select viewable users p—

=
I Select users by e-mall, user number, username, or NT account (separated by commas or lons)
pegart

3
| |

If you do not have aﬁ AMC/ErﬁaiI, Select Viewable Users. Click Next. In sea}ch box t‘ype last name and click Go.
Hopefully you choices will be limited, Click radio box next to name. Click OK and they will be ready to be
registered.

Sumiotal_Webpace Dial

oz,

| Select Users

© Select users by audience
© Select users by manager

© Select viewable users

©  Select Users by & mall, User number, username, or NT account (separated by commas or semi-colons)

I [ Next | Il:an(el )

Selecting users will put them into the Available Users part of the screen. If there are problems with their
regsitration such as having already been registered for the class, a Yellow indicator will apear next to their

name. You can click on it for details, and then either choice to register them or not for the training by deslecting
their record if needed.
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TINA PEGAR OK

ORCA - Physician Initial Training Thursday, October 08, 2011
£100:00 A 5OT - 12:00:00 P o7 AdAlready attended

i

Continue
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Skip checking of registration issues this pop-up information about the —
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Available Users Selected users: 1

Available users: 1

Add Select All Clear All |

Status

TINA LOUISE PEGAR &B Warning issues

(Reser) —
9. Once you have searched and found your user(s). Click Arrow in middle of the screen to move users from
Available Users to Registration.

A
Skip checking of registration issues
Available Users Selected users: 1 . . Records: 0
Available users: 1 Registration Available seats: 12
S — Users pending appreval: 0
Add Select All Clear Al
nm“ —
TINA LOUISE PEGAR e “.
Waiting List R
> Remove All
Name *
Reset Submit Cancel
Skip checking of registration issues
Available Users Selected users: 0 . . Records: 1
Available users: 0 Registration Available seats: 11

Users pending approval: 0

Add Select All Clear All

— (_Remove All )
= — — “q
TINA LOUISE PEGAR x
Waiting List Records: 0
>

Remove All

10.When done, click Submit to add them to the class.
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