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Job Aid

Move Class Details and Learners to a New Class-Session Learning

Components

On occasion, a class is created under an incorrect course class and must be moved under the
correct course. Learners enrolled in the class to be moved with a status of Completed must also
be moved to the new or target class. This job aid covers the task of moving the learners to a new
class when the class is comprised of one or more session learning components and the
completion date is the same for all learners completing the class.

The Move Class Details and Learners to a New Class-Web-based Learning Components job aid
covers the task of moving learners to a new class when the completion date is variable.

The administrator performing this task must have the following security roles in SLMS:
e Primary or Secondary Administrator

1. Create the target class
learners will be moved
into under the correct
course. The target class
should include the same
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details as the source
class learners will be
moved from with the
exception of the class
codes. Class codes must
be unique in SLMS.

Be sure to copy the Start
and End Dates to the
target class to ensure
status information is
accurate on the learners’
My Learning pages.
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Click the Enterprise
Learning menu.

Click the Learner Tasks
menu.

Click the Administer
Class Rosters link.

Enter the target class
code in the Class Code
field.

Click the Search button.

Click the Roster
button.

Click the Enroll New
Learners button.
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9. Enter the source class
code in the Class Code
field.

10.Click the Search button.

Enroll Learners

Find Learners
By request of Gary Smith Employee Program Assnt, Labor Management Committees
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13.The Enrollment
Confirmation screen will
appear indicating selected
learners were successfully
enrolled in the target
class.

14.Click the Close button.

15.The class roster is
displayed. Change the
Current Status to
Completed for learners
enrolled in the target
class.

Envoll Learners

Enroliment Confirmation
By request of Cary Smith, Employee Program Assnt, Labor Management Commitiees

FOr SuCCessiul enroimants, e3¢h INGIVIGUATS Leaming Pians is updated. To enfoll new ieamers in a
class, find 3 new ¢lass o¢ find 3 new requester. selec! the Inks at the bottom of the page

Class Name Improving Your Reading Comprahenson Type “Instructor-Led
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Class Code NYS_ReaaingComp 20180501 Contact -
Price Per Seat - Drop Charge ~
Start Date 050172019 End Date 05012012
Last Enroliment Date - Last Drop Date -~
Avaltable Seats - Avasiable Waitist 0
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Encoliment Successful Perscnatze | Fna | (21 R Fest & 100110 2 Last
Employee 10 Name Job Tite Hire Date Confirmation Status
NO3333333 John Learner ADO00O 1W11200% 22621674 Enrolled
N02222222 Kara Stusent ADOOOO1 051272011 22621975 Enrolled
NO1234563 Fritza Student ADOOODY 1M0N9ee 2621976 Enrolled
ND1234562 Rovert Manager ADODOOY 1MNeR010 22621977 Enrolied
NO1234561 Dytan Leamer ADOOOOY 1172001 22621978 Enroliec
NO1234560 Cogy Student ADODODY 01072013 122621979 Enrolied
NO2345672 Stanley Learner ADO0001 0U0ING9e 22621630 Enrolled
NOT854321 Samantha Manager  ADDODO1 01012000 22621631 Enrolled
NO1234567 Mary Leamer ADJ00DY 04302019 22021682 Enrolled
C8172355¢ Mara Learner ADO0OO 06152016 226214983 Enrolled
Enroll New Learners
Class Roster
Class Name Improving Your Reading Comprehension Type *Instructor-Led Classroom
Class Code NYS_ReadingComp 2019-05-01 Contact —
Start Date 05/01/2012 End Date 05/01/2019
Last Enroliment Date — Last Drop Date —
Available Seats — Available Waitlist 0
Language English
=] Save Previous \ Next | Return To Search Page
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[ John Learner 22621994 Enrolled
[ Kara Student 22621995 Enrolled
[ Fritza Student 22621996 Enrolled
[] Robert Manager 22621907 Enrolled
O Dylan Learner 22621998 Enrolled
O Cody Student 22621909 Enrolled
[ Stanley Learner 22622000 Enrolled
[) Samantha  Manager 22622001 Enrolled
] Maria Learner 22622002 Enrolled
0 Mary Learner 22622003 Enrolled
Select Al O Clear Al “Group Actions[Select.. ¥
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16.To complete the process Class Roster
Of mOV|ng the |eal’ner5 tO Class Name Rgacng Comgrahensicn Type “inginucior-Led Ciassroom
Class Code ReadComp 05-01-2018 ontact -
the target class, return to . E; R
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drop the learners from the Language Engheh
Class & 2o Previous | et | Return To Search Page
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) Mara [ 221963 Dropped Dt
0 Dylan Leamsr 111964 Dropped Datais
[ Joha Leamer 22621985 Dropped Detais
0 Cogy Student 21965 Droppad Datass
) Friza Shudent 2221967 Dropped Detais
0 Janat Manager 21948 Dropped Dutaits
() Robert Managsr 22621960 Dropped Detads
[ Samantha Manager 2HIETO Dropped Detaits
[ Stankey Leamer 22621971 Dropped Detais
[ Kara Student 221972 Dropped Drotais
@ Wary Leamer 22621973 Dropped Detats
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