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For further assistance, please submit a ticket though Ask Clara (only available on the County’s intranet) or
email Askclara@tss.sccgov.org.
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scclearn QRG - Sessions

Multi-Day classes are classes in sccLearn that span multiple days. sccLearn uses “Sessions” to manage such

classes to track attendance and manage attendance.
Like single-day classes, multi-day classes also required that a course be created first. This guide assumes that

a course has been created and only looks at the class creation process.

Initial Steps:
Name FILE UPLOAD NEW ACTIVITY ~

Offering of selected activit
Select your course and then Offering of |- & /

@® A Sample for Training
3 RecS Ad Hoc Class

Ad Hoc Course

selected activity

OFFERING WIZARD

Create your Instructor Led Training CIj

select the Course:*

You will be directed to the Offering Wizard.

The start date will be the date and start time of the first session. o _
Select the beginning and ending dats

The End date will be the date and end time of the final session. Start Date:
=5

End Date:

EE

Configuring Your Class:

Configuring a Multi-Day Class will be done in a similar manner to single-day classes. This includes:

o Title

e Description (optional, if additional information is needed)
e Owner

e Status Settings

e Duration .

e User Notes (Optional) )

e Registration Instructions (Optional)

Unlike Single Day classes, the following need to be configured differently:
o Pick Rule will be configured to “Enforce number of child activities...”

e Location and Instructor will be left blank; these settings are done at the Session level.
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Creating and Managing Sessions:

Once a class is configured, you will then create the individual sessions.

STAGE PRODUCTION

STAGE PRODUCTION &

W@ View Tracks € New v W& Actionsv The new session

Micro Video R i View Tracks @ New v & Actions v @ e o aemieal
B A Sample o N Not_e tl_'le ir_1dentation .
Objectl\."e 4 A Sample for Training Muld-Day Inqlca_tlng the
Quick Assess... ", Session is a subset
B NewActiviy_20230324 of the class.

Session

Configure the session settings, by updating the settings similar to what was done for the class. However, for
the session the following will be done differently:

e Estimated Duration: Input the duration of that session, not the class
e Start Date and End Date: Input the information for that particular session/day.
e Pick Rule: Leave as is for the session level.

e Resources (Instructor and Location): These settings will be configured at each individual session
level.

To create the additional sessions, you can follow the same steps as above. However, you must select the class first
(pictured below):

NumbBer of child activities to successtully co

STAGE PRODUCTION

il View Tracks @ New ¥ Rk Actions v Ensure the CLASS is
selected first.
4 WA CLASS: Sample Training Class Multi-Day

Then, select the New
dropdown and search for
M Session 2 and select Session

Session 1

You can also create additional session by creating Copies. Ensure that you copy From the Session and To the
Class (pictured below). Select Options and identify how many copies you need. Leave all other settings as is.
Once your sessions are created, you will need to configure each individual copy’s properties.

copPY AcTIVITY
ICLASS: SAMPLE TRAINING CLASS MULTI-DAY
Select an activity to copy in the From field and click Copy. To copy an activity not listed, click Browse.
STAGE PRODUCTION pctivty
il View Tracks &€ New~v W& Actions v From: L

8 CLASS: Sample Training Class Mult I W CLASS: Sample Trﬂlmr\g Class Mult|

3 By default, all properties will
Subscribe g ba copiedTo modiy any i session 2
properties, set date offsets, or
4 CLASS: Sample Trainin § Copy By repetilicnoinlt\_)rmatinn_ click
ptions.
Delete Copy
M Session 1
Restore
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