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Schedule Blocks are used to describe offerings that are not Item-based, do not appear in Catalogs, and do not
have User events recorded against them. Schedule Blocks are often used to make Users and resources
unavailable on the learning calendar, such as when equipment is undergoing maintenance, or a User is out of

the office for an extended period of time, etc.

Our scenario: As an administrator for ERS, you need to prevent training from being held in the Amber Waves
Conference room on March 2, 2009. The room is being painted and won’t be available for training on that day.

Step  Activity

1. From the Quick Links drop-down
list, select Add New Scheduled
Offering.

2, Click the Schedule Block option
button.

3. From the Schedule Block ID drop
down list, select CLOSED
(Location not available).

4. Enter the domain of the location.

Note: For our scenario, we have used
ERS.

5. From the Facility drop-down list,
select the building where the
location (room) exists.

Note: For our scenario, we have
selected the building that houses the
Amber Waves Room.

6. Use the calendar icon to enter the
Start Date and Start Time (the date
and time when the room will
become unavailable).

Note: Be sure to enter the Start Time
in hh:mm AM/PM format. For example,
Nine o’clock in the morning would be
entered as 9:00 AM.

Creating a Schedule Block

View

About Aglearn | Contact Us | Quick Links: -
nmerce | Content | Reports | Syste

Record Learning
Create Leamning ltem

Manage User Mesds

Lok

1. Select a Type

) tem ':C-%Sch&dule Block

2. ldentify the Scheduled Offering
* Schedule Block ID: -

CLOSED (Location not available)
O:. CURR-DEV (Curriculum Developme.asg

MEDICAL-LEAVE (Medical Leave)
MEETING (Meeting}
SPECIAL-DUTY (Special Duty)
TRANEL (Trawvel)

WACATION MWacation)
WORKSHOP (Workshop)

Title:
* Domain:

Facility:

Q, ers

= Domain:

ERS-Building#1 (ERS District of Columbia - 1800 M 5t NW)
Eastern ID State Fairgrounds (FS-R4-Eastern ID Fairgrounds, B, sfoot dahao)
FAS-0204 (Conference Room 0204}

FAS-3109 (Conference Room 3109}

FAS-Building#1 (South Building)

FAS-Portals (Portals)

Select Date x
March 2009
n
March - | 2009
¥

[z<]][Print][Todav][=][==]
Sun|Mon|Tue|/Wed|Thu|Fri|Sat

3. Set Up the Segment

* Start Date: oo 03/022009

* Start Time: (hh:mm AR/P 5:00 AM i g2 210 7
8 o™ |10 |11 [12 [13]14

* Time Zone: americaMew Yor15 [I6 [17 [18 [19 [20[21
22 |23 |24 125 |26 (27|28
29 |30 |31

Page 1



AgLearn Job Aid

Creating a Schedule Block

7. From the Location drop-down list,
select the location that you will
make unavailable.

8. Click Next.

9. Review the Summary page to be
certain you have entered all data
correctly. If you notice errors, click
the Previous button to return to
the earlier screen.

10. If all data are correct, click Submit to
save the information and create the
schedule block.

11. The Scheduled Offering Record is
displayed for additional content, if
necessary. At this point, you may
want to add your name and email
address to the record so that
others can contact you about the
schedule block.

You can also edit the Segments
tab to add additional days to the
block.

12. If any changes are made, be sure

to click Apply Changes before you

leave the record.

13. Administrators who try to schedule
offerings on the closed date will
receive a conflict alert as shown here.
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ERS-AmberWaves (Amber Waves Conference Room)
ERS-TrainingRoom-A k
ERS-WALUGH-A (Waugh Auditorium Room A)
ERS-WAUGH-B (Waugh Auditorium Room B)
ERS-WAUGH-C (Waugh Auditorium Room C}
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Review the Summary of the scheduled offering you are adding to the system.

Title: Location not available
Identifier: CLOSED

Schedule Segments Information:

3/2/2009 0:00 AM 3/2/2008 05:00 P
Resources Used:
Instructor:
Location ERS-AmberiVaves
Equipment:
Sefeduled Offering 0 11283
Schedule Block D cLOSED
Tie Location not avalable
Standard Options
Notifications | Cost Calculation | Cost Summary Pricing Catalog Chargeback
Segments Registration Contacts Waterials Custom Fields
Edit the Scheduled Offering
* = Required Fields
* Schedule Block ID: CLOSED (Location not avaiiable)
Group Instance: Q,
* Domain Q ers
Faciity: ERS-Buiding#1 (ERS District of Columbia - 1300 M 5t NW) -
Show in
* Time Zone America/New York (Eastern Standard Time) - this Time

Zone

Contact:

Email:

"

Resource Usage View: Location =

3/2/2009 09:00 AM 31272009 05:00 PM Location not available 11253
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