	How to Create an Instructor led Class

	
	

	Purpose
	Use this procedure to create instructor-led classes. A class is an individual instance of a course.

	Roles
	· Must be assigned the Agency Administrator, Course Author, Training Manager or Training Coordinator role.



	Website Address
	1. http://lms.des.wa.gov/ 

	Naming Standards
	2. Agencies must follow naming standards when creating any data in the LMS. On the Help tab of the LMS see document:  LMS Naming Standards.


Procedure
	1. Access the following website:  http://lms.des.wa.gov/.

	2. Click the Administration tab.

	3. From the Learning Activities menu, select Class Manager.

	4. Click the Create Class button to begin the Create Class Wizard/Introduction.

	5. Select Classroom from the Select Instructor Led Training Delivery Method drop down list.

	6. Make a selection for Resource Allocation.
a. Determine Classroom, instructor(s), equipment

b. Determine classroom only
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 These settings can be updated after you create the class. If unsure, select Determine Classroom Only.

7. Select Inherit Course Catalog Access Codes from the Catalog Access Code Allocation.
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 Only use Select Class Catalog Access Codes if you are needing to restrict the view of this particular class to a specific group.



	8. Enter the Class Name
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 Follow the naming standards as outlined in the LMS Naming Standards Document located on the Help tab of the LMS.  This name will appear in the course catalog, reports and any completion certificates.



	9. Enter the Class Code
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  Follow the naming standards as outlined in the LMS Naming Standards Document located on the Help tab of the LMS. 
 

	10. Enter the class Description
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 This description will appear in the catalog on the Class Details page.  (Character Limit = unlimited).
 

	11. Select an appropriate Status 
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 Class Manager only displays active classes by default.  Perform an Advanced Search to view courses in other statuses.
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 Enrollment notifications are only triggered for classes in an ACTIVE status.  Learners can be enrolled and marked complete while the course is in a TENTATIVE status and no notification will be sent.  Learners cannot be enrolled into INACTIVE classes.
a. Active:  the class is active and learners can enroll or be enrolled.  The class is viewable in the catalog.
b. Inactive:  The class is not displayed in the active class list, but can be located through an Advanced Search in Class Manager.  Learners are not enrolled in Inactive classes.  The class does not appear in the catalog.
c. Tentative:  the class does not appear in the catalog.  Self-enrollment is prohibited, therefore learners can only be enrolled administratively.  This status can also be used if you are in the process of creating classes, but are not ready for them to appear in the catalog. 

d. Archived:  a class cannot be archived if users are enrolled in the class.  Archived classes do not appear in reporting data.

e. Canceled:  the class has been canceled and will not take place.  When a class is cancelled all learners are automatically dropped from the course/class and there is a Cancel Notification sent to the learners, instructors and supervisors.  This status can be used to track how many classes have been cancelled in a given timeframe or for a given course or instructor.  Learners need to be dropped from the Waitlist.


	12. Enter Contact Name (optional)
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  the name of the of the person that learners should contact if they have questions about this particular class.  The Contact Name will appear in the catalog on the Class Details page.



	13. Enter Contact Phone (optional)
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  the telephone number for the contact person.  The Contact Phone will appear in the catalog on the Class Details page.


	14. Check the Private Class checkbox if this class should not be displayed in the catalog.

[image: image10.png]


 This option allows administrators to enroll learners in a class without making it public.  Class enrollment notifications will be sent as determined by the class status.


	15. Enter the Maximum Class Capacity (required).
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 the maximum number of learners that you allow to enroll in this class.


	16. Select an Enrollment Options
Enable Waitlist: This is the default option.  Once the class has reached the maximum capacity, learners will appear on the waitlist.
Allow Enrollment to Exceed Class Capacity: Once the class has reached the maximum capacity, learners will appear on the waitlist.
Disable Waitlist in Catalog: Once the class has reached the maximum capacity the learner cannot enroll into the class from the catalog.
Disable Waitlist Completely:  Once the class has reached the maximum capacity the learner cannot enroll into the class from the catalog AND the administrator cannot add users to the waitlist.  The Waitlist tab is hidden when editing the class in class manager.


	17. Enter the Minimum Attendees (optional)
[image: image12.png]


 This is used in conjuction with the Automatic Cancellation Reason.  If the class enrollment is lower than the Minimum Attendees specified by the registration closed date, the class will automatically cancel and provide the Automatic Cancellation Reason selected in the Class Cancellation Notification to the Learner, Supervisor and Instructor.



	18. Select an Automatic Cancellation Reason (see above).



	19. Enter the Cost to Learner (optional).
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 Entering a course cost and class cost will add the two amounts together when using Learning Request Forms.  DES places their fees on the class only.  Agencies that require their employee to submit an approval form use the class cost to trigger their forms.



	20. Enter the Launch URL (optional)
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 Enter the complete web address of any webcast session, if applicable.


	21. Enter the Virtual Call Information (optional) any call-in information that learners need in order to join the class sessions.


	22. Check the Send Reminder Emails For Sessions box if you want the system to send reminder emails to all attendees for each session of the class.

a. In the Reminder Trigger boxes, enter the amount of time before each class session start date to send the reminder email.  Enter the length of time in days, hours and minutes (Max = 30 days)
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 If this is a class with multiple dates (sessions), the LMS will automatically send a reminder notification for each session date.  Reminder 1 will be sent the number of days designated in the Reminder Trigger fields before the class start date.  Reminder 2 will be send one day before the start date of session 2 and so forth.

	23. Populate Custom Attributes, as needed.
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 These fields will appear in the catalog on the Class Details page.
Class Requires Approval:

Contact Email Address:

Location of Training:

Minimum Class Capacity:

Agency/Particpant Cancellation Date:

Minimum Number:



	24. Click the Next button.



	25. In the Create Class Wizard/Provide Vendor Details section, choose Select from existing vendors in system and select a vendor from the drop-down menu.  Or choose Vendor information not required if a vendor is not associated with this class.
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 Vendor information has to be created in advanced in order to select while using the wizard.  A vendor can be added after you complete the wizard by editing the class.


	26. In the Set Registration Dates section, use these optional fields to specify when registration opens and closes for this class.  Leave these fields blank if you want learners to see the class in the catalog right away.

b. Open Date and Open time:  This date must be before the start time of the first session.  This is when the class is viewable in the catalog.

c. Closed Date and Closed Time:  This date and time when registration closes for this class.  The class is no longer viewable in the catalog.



	27. Click the Next button.



	28. In the Choose Available Classroom section, select the classroom where the class is held.
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 If you are not going to specify a location, scroll to the botton of the list and select the No classroom required box.
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 If you cannot find a room, check the capacity of the room.  If your class size is larger than the room size it will not display for selection.


	29. Click the Next button.



	30. Confirm Your Decisions, then click the Save button.   Use the Previous Button to navigate to prior screens to make adjustments.



	31. You have completed this process.
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