Learning Administrator’s
Quick Guide

Creating a booking schedule and adding timeslots
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1. Edit the activity

Find the activity you'd like to add a timeslot for. From the three dots menu select ‘edit’

O

Influencer & Created by Achle =l & View attendees
Influencer is an engaging 16-hour leadership course that teaches proven # Edit
strategies to drive rapid and sustainable behavior change for teams and O Created 27 Mar 2018 [ Preview
organizations. You will learn to diagnose and counteract the complex web of B Archive
forces that underlie resistant organizational problems. ) Type Instructor-Led Training

Session T:ntroduction; Clarify Measurable Results

. ) N
Session 2: Find Vital Behaviors; How to Diagnose £ Popularity 0 people like this

Session 3:Personal, Social and Structural Influences Competencies

Session 4:Sources of Influence: Become an Influencer Customer

Watch this two minute overview of the course: Problem Solv

https://Awww.vitalsmarts.com ce/what-to-expect/

2. Turn on the booking schedule

If it is not already, toggle the booking schedule to the “on” position (green).

Owner *

Ashley Malan b
Duration
Administrator managed
Requires approval

Requires renewal

Cost associated

Booking schedule
Restrict acces

Linked competencies +



3. Create a new booking schedule

If the only option is the plus sign (show below) that means you will need to create a booking
schedule for the activity. If you created a booking schedule for this activity in the past you will see
a pencil icon which will allow you to ‘edit’ an existing booking schedule.

Ashley Malan x
Duration

Administrator managed
Requires approval
Requires renewal

Cost associated

Feedback survey

ﬂlll

Booking schedule

Motify owner when new registrations 4 Add
received

Motify owner when registrations are cancelled

Restrict access

If you need to create a booking schedule from scratch continue on, if you need to edit an existing
booking schedule and add timeslots skip ahead to step four.



If, after clicking on the plus sign, you are routed to the login page shown below, close that tab in
your browser and click on the plus sign again.

PageUp’

& Numeric security keywords are no longer
supported. Please use the text keyword provided
by your system administrator,

Remember my login details

Don't know your password?

Powered by Pagetlp



This should route you to the event details page (shown below). When adding a booking schedule
make sure the title matches the title of the learning activity. Select ‘learning’ as the event type and
look up the appropriate venue. You can add a contact name and public instructions but this is not
necessary. Click ‘save’.

If you cannot locate the venue you need, contact learning@uoregon.edu to have it added.

Please fill in all mandatory fields marked with an asterisk (*).

= Event details

Title:* This should match the title of your Learning Activity
Event type:® Select v "Learning™

¥ .3
Venue: Qo

Mo venue selected.

A erek
SRS Ashley Malan Q=

Name: Ashley Ashley Malan s

Add owner as user?: ) Yes ® Ng

Contact name:

Public instructions:

Please save your event in order to enter timeslots

m Save & exit Cancel Spell check


mailto:learning@uoregon.edu

Why does the name of the title matter? (to skip the explanation go to step four)

Please fill in all mandatory fields marked with an asterisk (*).

= Event details
Title:* Why Does this Matter?

Event type:*

I_
T
T}
=]
-

T ok
Venue: HR Training Room 2 (4

& HR Training Room

sofle
Gy Ashley Malan Q~

Name: Ashley Ashley Malan =

Add owner as user?: U Yes ® No

Contact name:

Public instructions:

The Outlook invite that is sent when a user books into a timeslot references the title of the booking
schedule, not the title of the learning activity.

£ Reply IE:{E Reply All {2 Forward

learning@uoregon.edu <learning-726@mail pageuppeople.com:> Ashley Malan

A learning activity has been added to your development plan

Ivite.ics

me e 1 KB v
Dear Ashley,

You have been booked to the following learning activity:

Learning Demo - OA Conference 10 am.
activity: Breakout Sessions
Date: 10 May 2018 10:00 AM - 11:30 AM

Gumwood Room EMU, Foom 245



The user will see the booking schedule title when they add the activity to their calendar and in any
subsequent reminder messages sent from the calendar.

Why Does this Matter? - M4

-

Mchfee E-mail Scan ADOEE PDF ' Tell me what you want to do...

x V ’? x LTJ w F [ Muy Importante F—:f‘; To Manager - ¥ Move - Liﬁq
. ; € . _u i q |EJ Team Email v Done : Rules -
Delete | Accept Tentative Decline Respond M;etlng Calendar =) Reply & Delete ¥ cinte N = Mar_
= otes : Unre:
Delete Respond Meeting Notes ' Calendar Quick Steps F} Move

nore & Ashley Malan

Why Does this Matter?

anizer has not requested a response for thigg®eeting.

When Thursday, May 10, 2018 1000 AM-11:30 AM Location EMU, Room 245 13585 University Street, Eugene, Oregon, United States, 97403

T Why Does this Matter?
EMU, Room 245 1395 University Street, Eugene, Oregon, United States, 97403

noreplyi@pageuppeople.com

; Vg

**10 am Breakout Sessions®*
This is a demo activity to show workshops can be listed in the system.

If you have notifications turned on to alert you when someone books or removes themselves from
a learning activity the notification message you receive will reference the title of the booking

schedule in the subject line.

Booked notification:

2 Reply [ Reply All £33 Forward
learmy regon.edu <learning-726@mail pageuppecple.com:> Ashley Malan

rank Zappa has booked into Why Does this Matter? on 10 May 2018 10:00 AM - 11:30 AM

Action ltems

Dear Ashley,

Frank Zappa has booked into the following learning activity:

Demo - OA Conference 10 am.

L i tivity: i
earning activity Breakout Sessions

Date: 10 May 2018 10:00 AM - 11:30 AM



Removed notification:

£ Reply £ Reply All £ Forward

learming@uoregon.edu <learming-726@mail page com > Ashley Malan

Frank Zappa has cancelled their booki or Why Does this Matter? at HR Training Room on 2 Apr 2018 05:00 PM - 06:00

Action ltems

Dear Ashley,

Frank Zappa has cancelled their booking for the following leaming activity:

Learning Demo - OA Conference 10 am.
activity: Breakout Sessions
Date: 2 Apr 2018 05:00 PM - 06:00 PM
HR Training Room
PeaceHealth North Building, Room 478
Location: 677 E. 12th Ave., 12th & Hilyard
Eugene 97401

4. Add timeslots

After entering the title, type, venue and clicking ‘save’ the screen will refresh and allow you to add
timeslots.

Name: Ashley Ashley Malan N

Add owner as user?; U Yes ® No

Cantact name:

Public instructions:

- Time slots

Add bulk timeslots: Add

Enter the date, start time, end time and positions, click ‘add’. Repeat this process for as many
timeslots as you need to add.



More than one venue? Update the venue for a particular timeslot using the magnifying glass next
to the venue field. Remove the name of the venue that currently listed in the field and click on the
magnifying glass. Using the search bar, locate the venue you need and click ‘okay’. Then
complete the additional fields for that timeslot before clicking ‘add’. The newly added timeslot will
appear in a list below the fields.

= Time slots

Add bulk timeslots: Add

Or Add a single timeslot:
Venue:*

HR Training Room Q=

< HR Training Room

Event date:* Start time:* End time:* Users: Positions:*
- | — 0 Add

Add a timeslot and now you can’t find it? As you can see below, | added Swindells.

= Time slots

Add bulk timeslots: Add

Or Add a single timeslot:
Venue:*

Swindells Room Q=

<5 Swindells Room

Event date:® Start time:* End time:* Users: Positions:*
13 May 2018 (4 11:30 AM 12:00 PM a 2 Add

© To add attendees to, or remove attendees from learning events please use the employee services system.

Active Eventdate Starttime Endtime Attendees Positions Venue
Ld 4 May 2018 9:00am 11:30am 0O 10 Coguille Room Edit | Remove

L 10 May 2018 10:00am  11:30am 2 2 Crater Lake North Edit | Remove



Where is Swindells!?!1?

= Time slots

Add bulk timeslots: Add

Or Add a single timeslot:

Venue:*
HR Training Room Q=

<= HR Training Room

Event date:* Start time:* End time:* Users: Positions:*
o L e 0 Add

@ To add attendees to, or remove attendees from learning events please use the employee services system.

Active Eventdate Starttime Endtime Attendees Positions Venue
td 4 May 2018  9:00am 11:30am 0O 10 Coquille Room Edit| Remave

T 10 May 2018 10:00am  11:30am 2 2 Crater Lake North Edit | Remove

In order to see all timeslots you will need to use the scroll bar

= Time slots

Add bulk timeslots: Add

Or Add a single timeslot:

Venue:r® $
HR Training Room Q=

<= HR Training Room

Event date:® Start time:* End time:* Users: Positions:*®
o L . 0 Add

€ To add attendees to, or remove attendees from learning events please use the employee services system.

Active Eventdate Starttime Endtime Attendees Positions Venue
¥ 4 May 2018  9:00am 11:30am 0O 10 Coquille Room Edit | Remove

td 10 May 2018 10:00am  11:30am 2 2 Crater Lake North Edit | Remove

10



= Time slots

HR Training Room Q# -

¢ HR Training Room

Event date:* start time;* End time:* Users: Positions:*®
e : R 0 Add

€ To add attendees to, or remove atiendees from learning events please use the employee services system.

Active Eventdate Starttime Endtime Attendees Positions Venue
td 4 May 2018  9:00am 11:30am 0O 10 Coquille Room Edit | Remove

£l 10 May 2018 10:00am 11:30am 2 2 Edit| Remaove

Swindells Room Edit | Remaove

td 13 May 2018 10:00am 11:30am 0 2

Pagelof1 | 2 %] Records 1 io30of 3

5. Set a reminder message to send

You can set the system to send a default reminder message to those enrolled on a timer. The
timed reminder will apply to all timeslots in the booking schedule. Two days before the event is
the standard timing for a reminder message. Be sure to select the radio button for ‘yes’. If you do
not want the system to send the default reminder message leave the selection as ‘No’.

. 10 May 2018 10:00am  1130am 1 2 Crater Lake Martl Edit | Remaove
o 12 Kll=as TS0 AN - A4-Nim - i ¥ Crarimelmlle Meme- ca | M= em =
Remind users 2 Days ¥ | before the event?: Blves © No

€ The following users have not yet been sent invitations:

* [ Users
€ A calendar update email may be sent, in addition to any optional communications

E-mail; Users: ® Yes O No

E Save & exit Cance| Spell check

11



The default reminder message looks like this:
Dear Ashley,
You are scheduled to attend the following event for 'Demo - OA Conference 10 a.m. Breakout Sessions':

Date/time: 2 Apr 2018 10:00 PM - 11:00 PM
Venue: HR Training Room

Address:

PeaceHealth North Building, Room 478

677 E. 12th Ave., 12th & Hilyard

Eugene 97401

Oregon United States

To view the course description use the link below.

https://uomytrack.pageuppeople.com/learning/1613

Sincerely,

Learning and Development
Human Resources

Email: learning@uoregon.edu

Visit us online: http://hr.uoregon.edu/professional-development

My TEaCK i

12


http://links.dc4.pageuppeople.com/mpss/c/HQE/T58eAA/t.2gb/QEnnoaZITt2bkpNX8dWeSw/h0/M8qUipgnpu7SVuQj67OyYVm-2FLBanN8YgYGANgKuf7nRux3eQs7KX5JVtdF6Lc-2FEP
mailto:learning@uoregon.edu
mailto:learning@uoregon.edu
http://links.dc4.pageuppeople.com/mpss/c/HQE/T58eAA/t.2gb/QEnnoaZITt2bkpNX8dWeSw/h1/rH7UlYfVZ8TTvIKOb1AOxd6T2jFJ7MKPg-2B2dc-2FwGAW5L9tZun22cnUoSSqnYN-2BrP

6. Email users option

The dark blue bar that says “E-mail: Users” can be used to send a one-time message. Clicking
‘yes’ will produce a pop-up window which will allow you to customize a message using a text

editor.

Typically it is easier to email attendees from the attendees list instead. This will generally be left as
‘no’ unless you are making changes to the booking schedule, such as cancelling an activity and
wish to email those enrolled. Be sure to click “save” or “save and exit” before leaving the page

@ The following users have not yet been sent invitations:

s (¥ Users

® A calendar update email may be sent, in addition to any optional communications

E-mail: Users: O Yes @ No

From:* amalan@uoregon.edu

Subject®

I~

B 7 Y & =-35-= = |fomas~- A - Il -| &£ | E < @)

Dear {FIRSTNAME},

Kind Regards, U0 Recruitment Team

Click or Drag & Drop files here

m Save & exit Cancel Spell check

13



7. Assign the booking schedule

Return to the course edit screen and click the refresh button next to the booking schedule drop
down menu.

Feedback survey

Booking schedule

Notify owner when new registratio
received

Notify owner when registrations are cancelled

Restrict access

Linked competencies e

Select the booking schedule for your activity from the list.

Why Does this Matter? ¢
4] 2018 School Choice

Active Threat Training

Advertising Focus Group Follow Up

Applied Suicide Intervention Skills Training (&4SIST)

Balancing Work and Family

BAD IS Continuity

Basic Radiation Rafety

Catering 101

Concur Expense for Budget Authorities

Duplicate

FIS Overview - ASUQ Controllers

Generations at Work

HR All Hands Implicit Bias Workshop

Procurement 101 {previously Processes and Procedures for Purchasing and Contracting)
Procurement 102 {previously Contracts 101)

Purchasing Rules and Ethics (previously Purchasing Rules and Regulations)
RCS - Submission and Protocol Development Workshop

train
v| & | E3

Training 101
Motify owner when new registratl: s =
received List

Notify owner when registrations are cancelled

Pactrirt arroce

14



Sometimes there is a delay. If your booking schedule is not listed on the drop down menu after
refreshing the list please wait and look for it again later. It may help to exit out of the system
entirely. If you create another booking schedule you will have duplicates in the system.

If you create duplicates you can contact learning@uoregon.edu to have the removed.

Now that you have a booking schedule you will have the option to send booking and/or
cancellation notifications. By default, these notifications are turned on. If you do not want the
course owner to receive an email every time someone books and/or removes themselves from the
course untick the boxes accordingly.

After selecting your booking schedule and notification preferences click submit.

Feedback survey

Booking schedule .:I

Why Does this Matter? Y = (

Motify owner when new registrations are
received

Motify owner when registrations are cancelled

Restrict access

Linked competencies +

Cancel

15


mailto:learning@uoregon.edu

“Select timeslot” will now be listed as an option from the course description. If you do not see this
option, check that your course is not archived. After clicking on ‘select timeslot’ all active
dates/times from the booking schedule will be listed and available for booking by users.

Demo: OA SLC 2019

Dio you have anything to add before we change the activity to 'Booked'?

Required Information Please provide all required information listed in the learning activity description

Desired outcomes

Supporting documents Upload document

Mandatory learning

activity —
Lacal time (show in venue time Venue Available positions
04 May 2018 Coquille Room
9:00 AM - 11:30 AM (-07:00) EMU, Room 104 1395 University Street, Eugene, Oregon, United States, 97403 1o
10 May 2018 Crater Lake North
10:00 AM - 11:30 AM (-07:00) EMU, Room 146 1395 University Street, Eugene, Oregon, United States, 97403 1
13 May 2018 Swindells Room
10:00 AM - 11:30 AM (-07:00) EMU, Room 230 1395 University Street, Eugene, Oregon, United States, 97403 2

Cancel

16
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