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Scheduling Tool
Topics Covered  

View Scheduled Sessions 

Create, Copy, or Edit a Session 

Manage Session Attachments 
Add Attachments 
Delete Attachments 
Create an .ics File in Outlook 

Manually Enroll Users to a Session 

View Your Class List 

Email Your Class 

Reschedule a Session 

Cancel a Session 

Delete a Session 

Scheduling Tool Dictionary Labels 

 
The scheduling tool lets instructors and administrators easily offer in-person sessions such as: instructor led training, classroom courses, face-to-
face instruction, and blended learning. Multiple sessions can be created from one product without making a copy of the product. 

.Here are some of the benefits of the scheduling tool: 

• Create one product with multiple sessions 
• Define the number of seats for each session 
• Associate multiple dates to one product 
• Define the session duration 
• Offer each session in a different location 

• Allow for a different instructor for each session 
• Offer attachments for learners to download prior to the session 
• Instructors may manually enroll learners on the fly 
• Learners may register to a session through the course catalog 

  

    

The scheduling tool is available for 
registrations through the course 
catalog. Access codes cannot be used 
to register users to a session. 
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Form Field 
Name 

Field Type Required  
 

Description 

Name Text Input Yes Enter a name for the session. 
Description Text Input No Optionally provide details and links that append an existing course description. Users 

will see the session description when they Click for Info in the catalog.  
Bundle Dropdown No Narrow the product list by selecting a category bundle. 
Product Dropdown Yes Select the product for your session. 
Instructor Dropdown No Select an instructor for the session.  
Location Text Input No Enter details about where the session is taking place. 
Room Text Input No Identify the room that the session is meeting in. 
Status Dropdown Yes Select the status of the session. A status change does not run any LMS tasks and is not 

automatically affected by publish dates; status is more of an administrative tool.  
Confirmed: 

Cancelled:
Completed:		

Planned: ൡ Allows registration from catalog & calendar.  
 
Disables registration from catalog & calendar.  
 

Type Dropdown Yes The delivery method is shown in the catalog (e.g. Classroom, Webinar). The register 
button will change based on the type. The type and register buttons can be renamed by 
a Site Manager. 

Maximum 
Attendance 

Text Input No Enter the number of registrations available or leave blank for unlimited registrations. 
Once this number is reached, users attempting to register will see that the class is full. If 
a user drops from the session, it will open a registration to the session. 

Start Date  Date/Time Yes Users cannot register after the start date/time regardless of publish date and status, 
however, Instructors can manually register a user past the start date. Please note that 
the LMS displays all times in Eastern Time Zone. 

Published Date/Time No Select one of the two options to set a time frame to accept registrations for confirmed 
sessions:  
• Publish Forever: This will open your session to registrations from the time you 

create the product until the time you have changed the status to Completed.  
• Publish Between:  Set a specific date/time range to accept registrations from the 

catalog and calendar.  
Attachment File Upload No Upload files such as .ics, .pdf, and .docx to make them available to enrolled users.  To 

prevent calendar conflicts, you can attach only one .ics at a time. 
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Scheduling Tool Dictionary Labels 
If you would like to change any of the button or navigation wording, here are the associated variable labels used with the Scheduling Tool. For 
more information on updating labels, see Languages and Dictionaries.  

Label ID Label Name Default English Dictionary 
3186 name_product_offering_plural Product Offering
3187 name_product_offering Product Offering
3188 product_offering_name Name
3189 product_offering_start_date Start Date
3190 product_offering_type Type
3191 product_offering_status Status
3192 product_offering_location Location
3193 product_offering_id ID
3198 reports_select_product_for_offering Select a product to view offerings.
3200 reports_no_product_offerings No available product offerings 
3201 product_offering_desc Description
3202 product_offering_room Room
3203 product_offering_enrollment_limit Maximum Attendance 
3204 product_offering_publish_date Publish Date
3205 product_offering_publish_end_date Publish End Date
3206 word_attachment Attachment
3207 delete_product_offering_message Are you sure you would like to delete the following Product Offering Records?
3208 product_offering_edited Edited
3209 product_offering_created Created
3210 product_offering_cdate Create Date
3211 product_offering_edate Edit Date
3212 product_offering_status_1 Cancelled
3213 product_offering_status_2 Completed
3214 product_offering_status_3 Confirmed
3215 product_offering_status_4 Planned
3216 product_offering_type_1 Classroom
3217 product_offering_type_2 Webinar/Teleconference 
3218 product_offering_type_3 Live
3219 product_offering_missing_product You must choose a Product 
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Label ID Label Name Default English Dictionary 
3220 product_offering_missing_product_offering_name You must enter a name for the Product Offering
3221 product_offering_missing_product_offering_start_date You must enter a start date 
3222 product_offering_generating_file <br /><p style="text-align:center;">Generating File.  Please Wait.<br /><br /><img 

id="loadingImg" src="/modules/include/js/thickbox/loading.gif" alt="Loading..." 
/></p> 

3223 product_offering_attach_file Attach File
3225 product_offering_type_4 Blended
3226 tab_product_offering Product Offering
3234 product_offering_upload_title Add Attachment
3235 product_offering_upload_choice Select method to add attachment
3236 product_offering_ftp_upload Manage FTP
3237 product_offering_http_upload HTTP Upload
3238 name_product_offering_media_list Manage Attachments
3239 product_offering_filename File Name
3240 product_offering_file_last_modified Last Modified
3241 product_offering_file_size Size
3242 product_offering_media_list_no_media No media elements exist. 
3243 product_offering_delete_media_confirm_title Confirm Attachment Delete 
3244 product_offering_delete_media_confirm Once deleted, an attachment cannot be recovered. Are you sure you want to delete 

the following? 
3245 command_manage_attachments Manage Attachments
3247 word_publish_forever Publish Forever
3248 word_publish_between Publish Between
3249 word_published Published
3266 disable_catalog_registration Disable Catalog Registration 
3269 command_add_to_calendar Add to Calendar
3270 command_click_for_info Click for Info
3271 command_click_for_attachments Click for Attachments
3272 command_drop Drop
3273 product_offering_email_list Email List
3274 product_offering_email_list_empty No registered Users at this time
3275 command_email_list Email List
3276 command_class_list Class List
3277 name_html HTML
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Label ID Label Name Default English Dictionary 
3278 name_excel Excel
3279 product_offering_email_list_choice Select file type of choice 
3280 product_offering_class_list Class List
3282 product_offering_num_enrollments Number of Enrollments 
3284 class_list_header_lname Last Name
3285 class_list_header_fname First Name
3286 class_list_header_username Username
3287 class_list_header_attended Attended
3288 class_list_header_other Other
3289 class_list_header_integration_username Integration Username 
3322 word_attachments Attachments
3324 confirm_drop Confirm Drop
3325 product_offering_email_list_instructions Select the text below to copy/paste the email addresses provided.
3326 word_generated Generated
3327 product_offering_class_list_title Attendance Sheet
3328 product_offering_mailto_text Click to open email in default email client
3329 command_add_registration Add Registration
3347 course_catalog_no_bundle_name Miscellaneous
3348 command_register Register
3349 add_registration_instructions Click Search to get list of unregistered Users
3350 add_registration_none_found No Users were found
3352 product_offering_choose_offering Choose Product Offering 
3353 product_offering_type_1_register Schedule Now
3354 product_offering_type_2_register Register Now
3355 product_offering_type_3_register Schedule Now
3356 product_offering_type_4_register Register Now
3357 course_catalog_status_not_registered Not Registered
3358 course_catalog_registration_completion_status Completion Status
3359 course_catalog_completion_complete Complete
3360 course_catalog_completion_incomplete Incomplete
3374 course_catalog_you_have_registered_for You have registered for 
3375 course_catalog_approval_pending Approval is pending
3407 confirm_registration_title Confirm Registration
3408 confirm_registration_content Are you sure you would like to register these ([[ entity_count ]]) Users?
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Label ID Label Name Default English Dictionary 
3409 registration_success_title Registration Successful 
3410 registration_success_content Users registered successfully 
3411 course_catalog_no_items No course catalog items available.
3417 course_catalog_switch_view Switch View
3418 product_offering_maximum_enrollment_reached Maximum enrollment reached.
3419 product_offering_too_many_users_title Alert - Too many users selected
3420 product_offering_too_many_users_text Operation cannot be completed.  Maximum enrollments left
3421 product_offering_enrollments_left Enrollments Left
3422 product_offering_warning_enrollment_limit_reached The Product Offering has reached the maximum enrollment limit of
3424 product_offering_entity_type_4 Instructor
3425 product_offering_enrollment_limit_invalid Please enter a valid number for maximum attendance
3426 product_offering_add_registration_title Add Registration
3427 course_catalog_calendar_course_info Courses without scheduled dates are not visible on the calendar.
3428 product_offering_ics_warning Only 1 ISC file is allowed. An *.ICS file upload will overwrite an existing ISC file.

 

 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Average
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages false
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Average
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages false
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV <>
    /HUN <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


