How to Search for an Instructor-led Class
Search for a class by using the All Classes, By Location or Open Seats tabs.
1. Click the Administration tab.  
2. Next click on Learning Activities in the left column. 
3. Under Learning Activities click on Class Manager.
4. [bookmark: _GoBack]Notice that the start date is populated for you.  To see classes that occurred more than 90 days ago, adjust the Start Date Between fields.  Or, blank out the dates to search all records.  To change the number of records display click on the number of records to display (10, 25, 50, 100, or 200)
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5. Enter the name of the class in the search field and click the search button.
The All Classes tab allow you to view all of the classes within the system.  You can create a new class, as well as Edit, Copy, Cancel, or Archive a class.  You can search for a specific class using the search options to locate a class that occurs within a specific date range.
The By Location tab allows you to filter the list of classes by a chosen location.  You can use the View by Location drop-down menu to display classes assigned to a specific location.  You can also use the Basic and Advanced Search options to further filter your results.  If a location is not specified on a class, it will not display here.
The Open Seats tab allows you to view which classes have seats still available.  The columns display the name of the course and class, start and end dates, and the number of opens seats for each class.  You can also use the Basic and Advanced Search options to further filter your results.  
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This list displays all of the classes in the system. To manage a record, select the desired item and take the appropriate action.
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