Class Reconciliation Quick Reference Guide

	1. Login in http://lms.des.wa.gov/.
2. Select the [image: ] tab to begin the following activities.
3. From the Learning Activities Menu, select Class Manager.


Note! Employees will not be able to register for the same class until the class is reconciled.
Important! 
When making ANY changes to a class while it is in an “Active” status, the learner will receive email notifications.
If you do not wish for the employees to be sent email notifications the Class Status needs to be changed to Tentative.
Helpful Hints:  
· Learners can only be enrolled into classes with an “Active or Tentative” status.
· After you reconcile your class, change the status to “Inactive”.
· A class cannot be placed into an “Archived” status once learners have been enrolled.
· If you drop learners from the Roster tab it will leave the learner enrolled into the course.  The course will be available on their My courses page waiting for them to select another class date to enroll into.  If you do not want to leave the learner enrolled into the course, drop them using the Enroll tab.
· Dropping learners from the Roster tab will pull learners from the Waitlist into the roster if space is available.  Dropping learners from the Enroll tab will not pull learners from the Waitlist.
	
	Steps for reconciling a class
1. Enroll employees into the Class
2. Provide credit for the training (Roster Tab)
a. Completed (Change Progress)
3. Drop Learners from Waitlist (Waitlist Tab)
a. Drop Learners from the Waitlist.
4. No Shows (Enroll Tab)
a. Drop from the Enroll tab (Drop Course/Class)
5. Clean up the Class Manager view by Inactivating the class (Class Properties Tab)
a. Class Status = Inactive





	How to Enroll Learners into a Class
	Purpose: This allows you to manually enroll a learner into an instructor-led course.  Note: The learner must have an existing profile.

1. Select the Learning Activities Menu
2. Click on Class Manager
3. Enter the name of the class or class code into the search field and click 
4. In the results table, click on the name of the class to open the record
5. [image: ]Select the [image: ] tab and click ‘Enroll Learners’
6. Follow the Register Learners Wizard
Note: You may select more than one employee by clicking ‘Bucket’
Move to the next step


	How to give credit (Completed)
	Purpose: This allows you to mark class completions in the LMS.

1. Select the Learning Activities Menu
2. Click on Class Manager 
a. Enter the name of the class or class code into the search field and click 
3. [image: ]In the results table, click on the name of the class to open the record
4. Select the [image: ] tab
5. Locate and select the user whose progress you want to change. To select learners from multiple pages, use the [image: ] feature.
6. Click Change Progress
7. On the Change User(s) Progress screen, edit the information as necessary
a. Status: Select an appropriate status
8. Completed (this option is only available after the completion criteria has been met for each of the selected users)
9. Click Update

	No Shows
	Purpose: This allows you to mark class completions in the system.

1. Select the Learning Activities Menu
2. Click on Class Manager
a. Enter the name of the class or class code into the search field and click 
3. In the results table, click on the name of the class to open the record
4. [image: ]Select the Enroll tab
5. Locate and select the users
6. Click Drop Course/Class
7. On the Change User(s) Progress screen, edit the information as necessary
a. Drop Reason: Select an appropriate reason
i. No Show for ILT class
b. Add Comments (Optional)
8. Click SAVE

	Waitlist
	Purpose: Drop learners from the waitlist.  This allows them to enroll for the same class on a different date and time.

1. Select the Learning Activities Menu
2. Click on Class Manager
· Enter the name of the class or class code into the search field and click 
3. In the results table, click on the name of the class to open the record
4. [image: ]Select the [image: ] tab
5. Locate and select the user whose progress you want to change. To select learners from multiple pages, use the [image: ] feature
6. Click Change Status
7. On the Change User(s) Progress screen, edit the information as necessary
· Status: Select an appropriate status
· Waiting List
· Drop Reason: Select a Reason
· Dropped out of Waitlist
8. Click Update

	How to change the class status to Inactive
	Purpose: To change the status of a class to inactive.

1. Select the Learning Activities Menu
2. Click on Class Manager
a. Enter the name of the class or class code into the search field and click 
3. In the results table, click on the name of the class to open the record
4. [image: ]From the [image: ] tab, change the status from Active to Inactive
5. [bookmark: _GoBack]Click Update
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