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[bookmark: _Toc359515439]Introduction
Employee training can be delivered in three forms: self-paced review of written resources and quizzes that may be delivered through a web-based learning management system, on-the-job training that occurs on an ad-hoc basis and instructor-led training that requires learners to appear at a particular date/time and location for hands-on workshops and proctored examination. TotaraLMS allows training teams to manage these disparate methods of training through one system, reflecting the real world interconnection of the different forms of training that can occur in an organization.
The Face-to-face activity allows trainers to manage instructor-led training sessions that otherwise would not be reflected in an eLearning system. Scheduling, notifications and attendance tracking can all be managed within TotaraLMS, the same system that holds both eLearning courses and on-the-job training data. TotaraLMS is then able to provide a more complete picture of the training that the learner is getting, regardless of the form that training takes.
This document’s purpose is to:
Provide the information needed to fully understand the Face-to-face activity
Guide administrators through the steps required to configure, manage and track information from the Face-to-face activity successfully
[bookmark: _Toc359515440]Benefits of Using Face-to-face Activities
The Face-to-face activity handles scheduling, notifications and tracking of instructor-led training opportunities. Use of this activity can also impact curriculum workflow as well as reporting.
Course/Program Completion 
Marking a learner’s attendance of a session adds a grade to the course gradebook for that learner. A grade is awarded based on whether the learner attended the session (100%), partially attended the session (50%) or did not attend (0%). The grade that the learner receives can unlock access restrictions of additional course activities, making resources or activities available based on the learner’s attendance. This can in turn be used toward overall course or program completion. For example, attending a face-to-face session on CPR can be a requirement that must be fulfilled before the learner has permission to access the course exam.

Reporting
Face-to-face session schedules and attendance information can be accessed on a site-wide level by Regional and Staff Managers to track staff attendance at training sessions. The Report Builder allows site administrators to create custom reports and provide access to those reports to other users based on their role in the system. Reports can be filtered on data such as the learners’ organization and position as well as individual session names and date ranges. Report data can be viewed onscreen and exported to a file manually or automatically at a scheduled interval. 
[bookmark: _Toc359515441]How Face-to-face Activities Work
Face-to-face functionality is distributed across multiple roles in the system to replicate a real world training environment. Let’s use an example.  ACME Company requires that all learners attend a CPR Certification course upon hire. Attending the onsite instructor-led training is required to complete the employee Orientation course. The training session is offered once a month and the learner is responsible for signing up for and attending the session. The session trainer marks attendance for learners, which staff managers and regional managers will be able to view via reports.
TotaraLMS contains user roles that are granted permissions to perform parts of the process of creating, booking, tracking and reporting on Face-to-face activities.
1. Site Administrator configures site-wide Face-to-face activity settings, creates templates for notification messages and designs reports reflecting attendance information as well as granting report view access to other roles.
2. Editing Trainer or Course creator creates a new Face-to-face activity in a course page and customizes the notifications associated with it.
3. Trainer accesses the activity and creates individual sessions including the date, time, location and trainer for each session. The Trainer may then book learners for the session.
4. Learner (staff member) requests a seat by signing up for a session. Learner receives email/dashboard notification of their request.
5. The learner’s Manager also receives email/dashboard notification of the sign-up request and may have permission to approve or deny that request.
6. Learner attends the session.
7. Trainer takes attendance for the session.
8. Staff or Regional Manager views reports displaying session attendance data aggregated across all courses and Face-to-face activities.
Notifications setup as a part of the activity will be sent automatically by the system. Notifications can include both emails and alerts on the My Learning dashboard that will be sent to the learner to confirm their booking, remind them of an upcoming session or let them know that a session has been cancelled. The learner’s manager can also receive copies of these messages and may receive a request to authorize a learner’s attendance. 
[bookmark: _Toc359515442]Site Administrator Workflow
[bookmark: _Toc359515443]Set up Permissions
User roles such as Learner, Trainer and Manager can be granted permissions to access capabilities in TotaraLMS. To view or update permissions for user roles, go to the Settings block and under Site Administration select Users > Permissions > Define roles. 
[image: ]
To view a particular role, click the role name. In this example, we will look at the capability permissions for the Trainer role. Click the Edit button to update permissions for a role.
[image: ]
Capabilities are grouped based on the area or Context type; this could be System-level, User, Course Category, Program, Course, Activity or Block. Different roles can be assigned permissions for different context types; for example Course-specific roles like Trainer and Learner can be limited so that they may only be granted capabilities at the Course level.
Use the Filter box to search for the text “Face-to-face”.  This will display capabilities for both the Face-to-face block and activity.
Place a tick in the Allow check box next to any capabilities that the user role should be permitted to access. In the case of the Learner, the only capability allowed by default is the ability to sign-up for a session.
Default Permissions include:

Learner
Sign-up for a session
Cancel booking for a session
Receive notifications

Manager
Receive copies of the learner notifications
Approve/deny learner’s request to sign-up for a session

Trainer
Create/edit a session in an existing activity
Sign-up/book attendees for a session
Approve/deny learner’s request to sign-up for a session
Message attendees
Take attendance

Editing Trainer & Course Creator
*In the context of a Face-to-face activity, these roles have the same level of permissions.
Create/edit a Face-to-face activity in the course page
Create/edit a session in an existing activity
Sign-up/book attendees for a session
Approve/deny learner’s request to sign-up for a session
Message attendees
Take attendance

Staff Manager & Regional Manager
*In the context of a Face-to-face activity, these roles have the same level of permissions.
Access reports displaying Face-to-face attendance data

Site Administrator
Manage site-wide activity settings	
Manage site-wide notification templates
Build and grant access to reports

	Action
	Learner
	Manager
	Trainer
	Editing Trainer
	Course Creator
	Staff Manager
	Regional Manager
	Site Administrator

	Sign-up/cancel their own booking for a session 
	X
	X
	X
	X
	X
	X
	X
	X

	Book attendees 
	
	
	X
	X
	X
	
	
	X

	Message attendees
	
	
	X
	X
	X
	
	
	X

	Create activity notifications
	
	
	
	X
	X
	
	
	X

	Take Attendance
	
	
	X
	X
	X
	
	
	X

	Approve/deny booking request
	
	X
	X
	X
	X
	
	
	X

	Create/Edit a session
	
	
	X
	X
	X
	
	
	X

	Create/Edit an activity
	
	
	
	X
	X
	
	
	X

	Build Reports 
	
	
	
	
	
	
	
	X

	Manage site-wide activity settings
	
	
	
	
	
	
	
	X

	Manage site-wide notification templates
	
	
	
	
	
	
	
	X

	Access Reports
	Any role may be granted permission to access a report that has been created for them by the Site Administrator.


[bookmark: _Toc359515444]Manage Site-wide Configuration Settings
Setting up the Face-to-face activity requires multiple steps that can be performed by users with the most appropriate roles. Configuration steps include:
1. Enable the activity at a site-wide level to make it available for use in the course page (one-time setup)
2. Manage settings that will impact activities across the site page (one-time setup)
3. Set up the Face-to-face activity in the course page
4. Set up individual sessions within the activity including the date, time, location and trainer
[bookmark: _Toc359515445]Enable Face-to-face Activities
To enable the Face-to-face activity, Site Administrators can go to the Settings block and click on Site Administration > Plugins > Activity Modules > Manage activities. 
Click the Hide/Show icon next to Face-to-face activity so that the eye icon appears to be open.
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[bookmark: _Toc359515446]Manage Face-to-face Activity Settings
To manage Face-to-face activity settings, Site Administrators can click the Settings link next to Face-to-face. You can also access these settings in the Settings block under Site Administration > Plugins > Activity Modules > Face-to-face.
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General Settings
Sender Address: Enter the email address that will appear in the From field of email reminders sent by this module.
Session roles: The roles selected here will create a list at the bottom of the session settings page, so that the Trainer setting up the session can select the trainer(s) who will be associated with the session. 
Allow scheduling conflicts: Allow or disallow scheduling conflicts to exist while creating a new session.  If a trainer in the Session Roles area has already been scheduled for another session at the same date/time, the activity will display an alert that there is a scheduling conflict for that user.
Manager Emails
Notification messages can be sent to a learner’s manager as well. In some cases, there may not be a Manager associated with the learner’s profile. The following settings allow the learner to enter a manager’s email address for receipt of notifications.  
Manager’s email: Check this option to ask users for their manager’s email address when they are signing up for a session.
Required suffix: Suffix which must be present in the email address of the manager in order to be considered valid.
Format example: If the Required Suffix field is set, then enter a sample of the format the Manager’s email will be in. 
Session Cost
A session may have a cost or fee associated with it. This information can be displayed on reports in order to track training costs. The following options allow the Site Administrator to hide the cost and discount cost fields from the session creation page, if they will not be in use.
Hide cost and discount: Hide the cost and discount code fields if they are not used in Face-to-face sessions.
Hide discount: Hide only the discount field if it is not going to be used in Face-to-face sessions.
iCalendar Attachments
Along with email notifications, the Face-to-face activity can also send out iCal attachments so that learners can add their training events to their Outlook or Google Calendar. 
One message per day: Checking this option will send an individual notification message and iCal attachment for each day of a multi-day Face-to-face session. This option needs to be enabled for Outlook calendar users; otherwise only one iCal notification will be sent for the entire date range.
Disable iCalendar cancellations: Disable sending cancellation iCal attachments.
If any of the values in the previous fields have been changed, be sure to scroll to the bottom of the page and click the Save changes button.
Custom Session Fields
If additional information about Face-to-face sessions needs to be captured, the Site Administrator can setup additional custom fields that will be completed by the Trainer as part of the session setup. Go to the Settings block and under Site Administration > Plugins > Activity Modules > Face-to-face click on Create a new custom field.
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Name: Enter the full name of the field that will appear in the Face-to-face session settings.
Short Name: Enter a short name for the new field.
Field Type: Select the type of field that will be created. Does the session creator need to enter Text, choose a single answer from a Menu of Choices or choose multiple answers from a Multiple Selection field?
Default value: Enter the default value for the field, if needed. If this will be a Menu of Choices or Multiple Selection field, the default value will be added to the list of possible choices automatically.
List of possible values: If the Field Type is set to Menu of Choices or Multiple Selection, enter the list of choices that the session creator can choose from. List each option on its own line.
Required: Select whether this field must be filled out when the session is created or leave this option unchecked to make it an optional field.
Display as a filter: This field can appear as a filter on reports so that you can search report results for sessions with particular values. Choose whether to display this field as an option in Report Filters. 
Show in exports and lists: Make the data from this field available to reporting.
Site Notices
Site notices are messages that can be displayed in the Face-to-face block calendar. Notices will appear when a session is setup with particular values from the Custom Session fields.
To enable the Face-to-face calendar that will display Site Notices, update the main Navigation Calendar with the following link:
http://your domain/blocks/facetoface/calendar.php
The link can also be added to the site by creating a new HTML block in the course page and inserting the link above. The Face-to-face calendar is shown below with the Site Notice “Please note that this session is mandatory for all learners. Please be sure to sign up for a session.”

[image: ]
To add a new site notice, go to the Settings block and under Site Administration > Plugins > Activity Modules > Face-to-face click on Create a new site notice.
[image: ]
Name: Enter a name for the notice that will be displayed on the calendar.
Notice text: Enter the text that will appear when a user clicks on the notice in the calendar.
Conditions: Select the values from the custom session fields that will trigger this notice to be displayed on the calendar.
Click the Save Changes button. When the conditions of the notice are met within a session’s settings, the notice will be displayed on the calendar. 
Notification Templates
An administrator can create email or message templates to be used by course creators and/or instructors with messaging privileges.  These message templates can be used as is, or modified by the message author at the time the message is being created.
To manage site-wide templates, a Site Administrator can go to the Settings block and under Site Administration > Plugins > Activity Modules > Face-to-face click on Manage notification templates.
[image: ] 
Auto-populated notifications are hard coded into Totara and will pre-populate in every F2F activity's notification list, in order to save time for the course creator. Their body content can be edited, if required, or they can be made 'inactive' if they are not needed. This default set includes:
· Course booking confirmation: Confirms that the user is booked for the session.
· Course booking cancelled: Alerts the user that the session has been cancelled.
· Course booking date/time changed: Advises the user of the new date and time of the session.
· Course booking reminder: Reminds user of their upcoming session. The reminder is scheduled within the individual Face-to-face activity. 
· Course booking request: Alerts learner and manager that the session has been requested and allows the manager to approve the request.
· Course session trainer cancellation: Alerts the trainer that the session has been cancelled. 
· Course session trainer unassigned: Alerts the session trainer that they have been unassigned as the session trainer.
· Course trainer confirmation: Confirms that the user is booked as the session trainer.
· Waitlisting advice: Alerts the user that the session is full and that they are on a waitlist for the session.
The existing notifications will be listed including the notification title and whether it is active and available to session creators for use in a course session. Additional options include Editing the notification (pencil icon), Deactivating it (eye icon) or Deleting it (“X” icon).
To add a new notification, click the Add button.
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Title: Enter the title of the notification, which will also be used as the email subject line.
Body: Enter the notification message. This will be used as the email body. Variables can be inserted that will autopopulate with the specific session and user’s details. The following variables are available:
· [facetofacename]: Name of the Face-to-face activity
· [sessiondate]: The individual session date that the user is booked for
· [alldates]: Dates from each of the face-to-face activity sessions
· [starttime]: The session start time
· [finishtime]: The session end time
· [cost]: The cost/fee for the session
· [duration]: The expected duration of the session
· [session:location]: The location entered for this session
· [session:venue]: The venue or building the session will be held in
· [session:room] The room name or number that the session will be held in
· [details]: Additional details added to the session description
· [reminderperiod]: The amount of time prior to the event that the user will receive a reminder
· [firstname]: The user’s first name
· [lastname] The user’s last name
For example, to send users a confirmation email that says:
Subject line: Course booking confirmation: CPR Certification, 10:00 AM-3:00 PM, 1 May 2013
This is to confirm that you are now booked on the following course:
Participant: Sample Learner
Course: CPR Certification
Date(s): 
1 May 2013, 10:00 AM to 3:00 PM
Location: LA Campus
Venue: Waits Building
Room: Meeting Room A

Setup the following template, which is based on the default Course Booking Confirmation:
Notification Title: Course booking confirmation: [facetofacename], [starttime]-[finishtime], [sessiondate]
This is to confirm that you are now booked on the following course:
Participant[firstname] [lastname]
Course: [facetofacename]
Date(s):
[alldates]
Location: [session:location]
Venue: [session:venue]
Room: [session:room]

Manager copy prefix: Enter any additional information that will be sent to the learner’s manager.
Status: An active notification template is one that is available to session creators to use in their sessions.
Room Management
Face-to-face (F2F) session creators may choose a meeting location type of either a Predefined room or a Custom room.  Both room types will have the following attributes:
•	Room name
•	Building name
•	Address – the room/building physical street address
•	Capacity – the seating capacity for the room

Predefined Room- A predefined room is a room defined within the system that can be assigned to F2F sessions.  When creating a new Face-to-face session (and in selecting ‘Predefined room’ as the meeting location), a list of predefined rooms will appear to the session creator.  Only predefined rooms available for the date/time defined will be selectable (via a checkbox). In selecting a predefined room, basic conflict management occurs to ensure that the room is available for the date/time selected.
To add a new predefined room, Site Administrators can go to the Settings block and under Site Administration > Plugins > Activity Modules > Face-to-face click on Manage Rooms.
[image: ]
A list of existing rooms will be displayed, including the Room name, Building, Address and Capacity. Under the Options column, click the Edit button to edit an existing room or the Delete button to remove a room.
To add a new room, click the Add button.
[image: ] 
Room name: Enter a name for this room.
Building: Enter the name of the building or venue that the room is in.
Address: Enter the street address of the room.
Capacity: Enter the number of people that this room can hold.
Type: The room type is used to determine if the system should try and prevent room booking conflicts. This will prevent a room from being booked for 2 sessions that are running at the same time.
Room description: Enter a description of the room if needed.
Click the Save changes button. Once this room is saved, it will be available to Face-to-face session creators when they are creating a session.

[bookmark: _Toc359515447]Configure Site-wide Face-to-face Session Reports
Face-to-face information including activity, session and attendance details can be included on custom reports built in the Report Builder. Site Administrators can build custom reports and make the reports available to other users based on their role.
To create a new Face-to-face report, Site Administrators can go to the Settings block and under Site Administration > Reports > Report Builder > Manage Reports.
Select the Report Source “Face-to-face sessions”. Column data and filters available in this source includes:
Session Data: Capacity, number of attendees, details, duration, discount code, normal cost, discount cost, cancellation date and reason
Status: Learner’s booking and attendance status (booked, wait-listed, cancelled, fully attended, partially attended, no show)
Face-to-face name: Name of the Face-to-face activity, link to the activity
User Profile fields: All fields from the user profile, such as the learner’s name, email address, position and organization are available as well as any custom user profile fields
Course Data: Course-level fields such as the course name, link to the course, shortname, ID, summary
Category: Course category information including name, a link to the category and ID
Tags: View the tags associated with the course by selecting specific tags or selecting “Tags” which will include a list of all of the tags for this course
Custom Organization and Position fields: Any custom fields that were setup for organizations
[bookmark: _Toc359515448]Course Creator Workflow
Creating a new instructor led training session with the Face-to-face activity is a two-step process. First, the Face-to-face activity is created in the course page by an Editing Trainer or Course Creator. Second, the individual Face-to-face sessions are scheduled by an Editing Trainer or Trainer. 
[bookmark: _Toc355170138][bookmark: _Toc359515449]Create a Face-to-face Activity
Editing Trainers or Course Creators can navigate to the course page and click the Turn editing on button.
Click the Add an activity or resource link.
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Select Face-to-face and click the Ok button.
 Enter the following settings for the Face-to-face activity.
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Name: Enter a name for the activity e.g. CPR Certification Course.
Description: Enter a description for the activity.
Third-party email address(es): Third-party email address(es) is an optional field used to specify the email address of a third-party (such as an external instructor) who will then receive confirmation messages whenever a user signs-up for a session. When entering multiple email addresses, separate each address with a comma. For example: bob@example.com,joe@example.com
Notify third-party about wait-listed sessions: Enabling this option will send third-party email address(es) a notification when a learner signs up for a wait-listed session. If this option is disabled, the third party will only receive notifications when a user is confirmed or cancelled for a session.
Sessions displayed on course page: This is the number of sessions for each face-to-face activity that will be shown on the main course page.
Approval required: When "Approval required" is checked, a learner will need approval from their manager to be permitted to attend a face-to-face session.
Calendar display settings: Choose whether this activity’s sessions will appear on the Site calendar for all users to see, on the course calendar so that it is only visible to users enrolled in this course, or if it will not appear on the calendar.
Show entry on user’s calendar: When active this setting adds a User Event entry to the calendar of an attendee of a face-to-face session. When turned off this prevents a duplicate event appearing in a session attendee's calendar, where you have calendar display settings set to Course or Site.
Short name: The description of the session that appears on the training calendar when Show on the calendar is enabled.
Group mode: Choose whether this activity is limited to course groups. 
“No Groups” makes everyone a part of one course-wide community.
“Separate groups” prevent users from seeing users outside of their own group.
“Visible groups” allow users to work in their own group but see other groups as well. 
Visible: When an activity is marked visible, learners will see it on the course page.
ID Number: Setting an ID number provides a way of identifying the activity for grade calculation purposes.
Completion Tracking: Choose if and how this activity will be marked as complete. This option needs to be enabled if attendance of a face-to-face session is a requirement for course completion. Learners can manually mark items as complete using a checkbox next to the item on the course page, the activity can be marked as automatically complete based on criteria you specify or this activity can be left out of completion tracking. 
Require view: If you have enabled the “Show activity as complete when conditions are met” option for Completion tracking, choose whether viewing the activity (clicking the link to view it) is considered a requirement for completion tracking.
Require grade: If you have enabled the “Show activity as complete when conditions are met” option for Completion tracking, choose whether the trainer entering the learner’s attendance status is considered a requirement for completion tracking.
Expect completed on: This setting specifies the date when the activity is expected to be completed. The date is not shown to students and is only displayed in the activity completion report.
Click the Save and display option to view the Face-to-face activity.
The Face-to-face activity is displayed. 
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Face-to-face notifications are email messages that Totara will send based on certain events, such as a confirmation that the learner is booked for a session, a notice that the date/time of a session has changed, or a session having been cancelled. Notifications can also be sent to the learner’s manager to approve a request to attend a session or to provide information about a session that a learner has signed up for.
To access notifications, choose a Face-to-face activity and in the Settings block, go to Facetoface administration > Notifications. 


[image: ]
A set of auto-populated notifications are hard coded into Totara and will pre-populate in every FACE-TO-FACE activity's notification list, in order to save time for the course creator. Their body content can be edited, if required, or they can be made 'inactive' if they are not needed. This default set includes:
· Course booking confirmation: Confirms that the user is booked for the session.
· Course booking cancelled: Alerts the user that the session has been cancelled.
· Course booking date/time changed: Advises the user of the new date and time of the session.
· Course booking reminder: Reminds user of their upcoming session. 
· Course booking request: Alerts learner and manager that the session has been requested and allows the manager to approve the request.
· Course session trainer cancellation: Alerts the session trainer that the session has been cancelled. 
· Course session trainer unassigned: Alerts the session trainer that they have been unassigned as the session trainer.
· Course trainer confirmation: Confirms that the user is booked as the session trainer.
· Waitlisting advice: Alerts the user that the session is full and that they are on a waitlist for the session.
The existing notifications will be listed including:
· Notification title: The name of the notification and subject line for the notification email.
· Recipients: Who will receive the notifications (All booked, all wait-listed, etc.)
· Type: Whether this notification is sent immediately upon some event (e.g. booking confirmation sent as soon as the learner signs up) or if it is scheduled (e.g. a reminder sent two days prior to the session)
· Status: An “Active” notification is in use and may be sent to users. An “Inactive” notification will not be sent to users.

Additional options include editing the notification (pencil icon) or deactivating it (eye icon) so that it is not sent to users.
To add a new notification, click the Add button.
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Scheduling: Choose whether the notification should be sent immediately (Send now) based on the event that has occurred (e.g. confirmation of booking) or if it should be scheduled (Send Later). If Send Later is selected, enter the number of hours, days or weeks before the start or after the end of the session that the notification should be sent.  
Recipients: Select who should receive the notification based on their booked status and attendance. Selecting Booked allows you to send the notification to all users who were booked, only those who attended, or only those who did not attend. Wait-listed users are those who signed up for a full session that allowed overbooking, but were not fully booked. User cancelled will send a message to users for whom the session was cancelled or who removed themselves from the session.
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Next enter the message that the users will receive.
Template: Select one of the notification templates to autopopulate the Title, Body and Manager copy prefix. The selection can then be customized for this Face-to-face activity.
Title: Enter the title of the notification, which will also be used as the email subject line.
Body: Enter the notification message. This will be used as the email body. 
Variables can be inserted in the Title and Body that will autopopulate with the specific session and user’s details. The following variables are available:
· [facetofacename]: Name of the Face-to-face activity
· [sessiondate]: The individual session date that the user is booked for
· [alldates]: Dates from each of the face-to-face activity sessions
· [starttime]: The session start time
· [finishtime]: The session end time
· [cost]: The cost/fee for the session
· [duration]: The expected duration of the session
· [session:location]: The location entered for this session
· [session:venue]: The venue or building the session will be held in
· [session:room] The room name or number that the session will be held in
· [details]: Additional details added to the session description
· [reminderperiod]: The amount of time prior to the event that the user will receive a reminder
· [firstname]: The user’s first name
· [lastname] The user’s last name
For example, to send users a confirmation email that says:
Subject line: Course booking confirmation: CPR Certification, 10:00 AM-3:00 PM, 1 May 2013
This is to confirm that you are now booked on the following course:
Participant: Sample Learner
Course: CPR Certification
Date(s): 
1 May 2013, 10:00 AM to 3:00 PM
Location: LA Campus
Venue: Waits Building
Room: Meeting Room A

Setup the following notification, which is based on the default Course Booking Confirmation:
Notification Title: Course booking confirmation: [facetofacename], [starttime]-[finishtime], [sessiondate]
This is to confirm that you are now booked on the following course:
Participant[firstname] [lastname]
Course: [facetofacename]
Date(s):
[alldates]
Location: [session:location]
Venue: [session:venue]
Room: [session:room]

Manager copy: Tick the check box to send a copy of this notification to the user’s manager. 
Manager copy prefix: Enter any additional information that will be sent to the learner’s manager along with the message that the learner received.
Status: Tick the Status check box to make this notification active in the Face-to-face activity, meaning that learners and potentially their managers will be sent the notification when appropriate. 
Click the Save button to save any changes.	
Once a notification is made Active and Recipients are selected, Totara will automatically send notifications immediately after an event occurring (e.g. booking confirmation) or based on the schedule selected (e.g. reminder sent 2 days before session).
[bookmark: _Toc359515451]Session Manager Workflow
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After adding the Face-to-face activity to the course page, sessions need to be created that contain the specific date, time and location for the instructor-led training.
To add a new session to the Face-to-face activity, click the Add a new session link.
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Enter the following details for the session.
Session date/time known: Choose “Yes” if there is a known date and time for the session. 
If “Yes” is selected, the learner and manager will be sent a confirmation email notification as well as a reminder message before the session. 
If “No” is selected, the session will display the text “wait-listed” on the course page, the learner will receive the wait-listed email notification, the learner will not be sent a reminder email and the learner’s manager will not receive a confirmation or cancellation email notification for this session. 
Timezone: Select the Timezone that the session dates and times will be based on. This timezone will default to the one setup in Site Administration > Location > Location Settings.
Start time: Enter the starting date/time including the date, month, year, hour and minute.
Finish time: Enter the ending date/time including the date, month, year, hour and minute.
To add a second session, click the Add a new date button. If any details aside from the date and time will differ from the first session, then don’t use this option. Additional sessions with varying details can be added via the Add a new session link on the activity page.
Enter the location of the session by choosing a pre-defined room or by entering a location. 
Click the Choose a pre-defined room option to select a room from a list of options created by the Site Administrator. Note that if the Session date/time known option is set to “No”, the Choose a pre-defined room button will be greyed out to prevent scheduling conflicts. 
[image: ]
If a room has been assigned to another session during the selected session date and time, it may have an asterisk next to it and will not be available for selection. This is to prevent scheduling conflicts.
To add details for a room that is not on the list, tick the Other room box and enter the Room name, Building and Address in the text boxes provided.
[image: ]
Capacity: Enter the number of seats available in a session.
When a face-to-face session reaches capacity the session details do not appear on the course page. The details will appear greyed out on the 'View all sessions' page and the learner cannot enroll on the session.  
Allow overbooking: When checked, learners will be able to sign up for a face-to-face session even if it is already full.
When a learner signs up for a session that is already full, they will receive an email advising that they have been waitlisted for the session and will be notified when a booking becomes available.
Duration: Enter the total length of the training in hours. For example:
"2 hours" is enters as 2 or 2:00
"1 hour and 30 minutes" is entered as 1:30
"45 minutes" is entered as 0:45
If the training occurs over two or more time periods, the duration is the combined total.
Normal cost: Normal cost is the dollar amount charged to learners who do not have a membership id. The normal cost will appear in the cost column in the course's gradebook for each learner who attends the session (unless a discount cost is entered and the learner enters a membership id when signing of the session).
Discount cost: Enter the dollar amount charged to learners who have a membership id. If a learner enters a membership id when signing-up for a session, the discount cost will appear in the cost column in the course's gradebook. Note that if a discount cost is entered, the learner will be required to enter a Discount Code when signing up for a session.
Details: Details are tracked per session basis. If text is populated in the details field, the details text will be displayed on the user signup page. By default, the details text also appears in the confirmation, reminder, waitlist and cancellation email messages.
Session Roles: Select the trainer(s) that need to be scheduled for this session. When saving the session, the system will check to see if the trainers selected are already scheduled for a session at the same date/time. If a scheduling conflict occurs, a message containing information about the conflicting session will appear.
[image: ]
Click the Save Changes button to save the session.
The new Face-to-face session details will appear on the course page.
Note: If you click the Save Changes button and are taken to the back to the session settings page, scroll through the page to make sure there are no missing fields or schedule conflict alerts as shown above. If a scheduling conflict has been found, you must resolve that conflict by unchecking the selected trainer and clicking the Save Changes button again; otherwise the session will not be saved.

[bookmark: _Toc355170141][bookmark: _Toc359515453]Clone an Existing Session
To create multiple sessions with similar details, use the clone option. Click on the Copy icon in the Options section next to a session.
[image: ]
Update any details of the new session required, such as changing the date and time or the room details. Scroll to the bottom of the page and click Save Changes.
[bookmark: _Toc359515454]Book Attendees for a Session
Course creators and Trainers can book groups of attendees for a session using bulk user tools. 
To book a group of users for a session, click on the Face-to-face activity name in the course page or the View All Sessions link. [image: ]
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Click on the Attendees link next to the session you wish to book attendees into.
[image: ]
On the Attendees tab, click on the Action dropdown at the bottom of the page. Options for adding attendees include:
· Add/remove attendees: Manually add and remove attendees by clicking on their names.
· Bulk add attendees from file: Upload a file that contains the user idnumbers for attendees. This idnumber can be found on the User Profile in the ID number field.
· Build add attendees from text input: Type the user idnumbers directly into Totara.
You can mix and match these methods as needed.
Add/remove attendees: Manually add and remove attendees by clicking on their name(s) in a multiple select list on the right. Click the Add button to move them to the left column. Click the Save button.
To prevent attendees from receiving confirmation and/or cancellation emails from this action, check the Suppress the confirmation and calendar invite emails for newly added attendees and the cancellation emails for removed attendees option.
[image: ]
Bulk add attendees from file: Upload a file that contains the idnumber for each attendee. Each idnumber needs to be on a separate line and followed by a new line. Following is a sample file:
[image: ]
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Click the Browse button and use the Browse window that appears to find the file. Click the Open button.
[image: ]
Select the file Encoding and then click the Upload file button. After the file has been processed, a message will appear that shows whether the upload was successful. Click the View results link to get more information about which attendees were successfully added or encountered errors.
Bulk add attendees from text input: Type the user idnumbers directly into the CSV text input box. IDnumbers must be delimited by a comma or newline. 
Click the Submit CSV text button. 
[image: ]
Attendees can be removed using the Add/remove attendees option.
When an attendee is booked for a session, they may receive a confirmation of that booking, if the option has been enabled.


[bookmark: _Toc355170142][bookmark: _Toc359515455]Trainer Workflow
[bookmark: _Toc359515456]Bulk Message Users
After a session has been created, the trainer can send out custom messages to users as needed. 
Click on the Face-to-face activity in the course page.
Go to the session that you wish to send a message for and click on the Message users tab.
[image: ]
Place a tick in the check box next to any Recipient Groups that the message should go to. This could include users that are Booked, wait-listed or who cancelled their booking. If the message is sent after attendance has been taken, additional groups will be displayed based on the user’s attendance status (No Show, Partially attended, Fully attended). 
Enter the message Subject and Body that will be sent.
Click the Send message button at the bottom of the screen.
[image: ]

[bookmark: _Toc355170143]

[bookmark: _Toc359515457]Take Attendance for a Session
Once attendees are booked for the session and the session date and time occurs in the past, the trainer has the ability to take attendance. 
Click on the Face-to-face activity in the course page.
Go to the session that needs to be marked and click on the Attendees link. Notice that this may appear to be greyed out, if the session has already ended. 
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Click on the Take Attendance tab.

[image: ]
Next to each learner, click on the dropdown in the Attended session column. Select whether the learner was a No Show, Partially Attended, or Fully Attended the session. 
Click the Save attendance button at the bottom of the screen to save these changes.

[bookmark: _Toc359515458]Learner Workflow

[bookmark: _Toc359515459]View Sessions
Learners can view Face-to-face sessions in four areas: Site-wide calendar, course calendar, course page and activity page.
Site wide Calendar
The Site wide Calendar is available using the Calendar tab in the Navigation bar. The URL for the calendar is https://mydomain/calendar/view.php
Learners can view any sessions for a Face-to-face activity that has been set to display in the site wide calendar. The learner can choose to view sessions from All Courses or select a specific course in the Upcoming events list. A Sign-up for this Face-to-face session link will appear at the bottom of any sessions that the learner can sign up for. 
[image: ]
The learner can view only those events that they have signed up for by hiding the global, course and group events using the Events key option in the Calendar.
Course Calendar
The course calendar displays sessions for Face-to-face activities that have been setup in the current course only.  The calendar appears as a block on the side of the page. 
If the calendar block does not appear, Editing Trainers and Course Creators can add the block to the page. To add this block to a course page, click the Turn editing on button. 
[image: ]
Scroll to the bottom of the page to the Add a block list and select Calendar. The calendar displays the current month and any calendar events will appear. 
[image: ]
The Upcoming events block is also useful to add because it provides a text display of upcoming events along with the calendar’s graphical representation.
[image: ]
Hovering the mouse over a date will bring up a list of any events scheduled for that day. 
To view more details of the event, click on the event title. 
To view more events in the course calendar, click on the Month.
[image: ]
Course Page
Go to the course page and scroll down to the Face-to-face activity. A list of the soonest, upcoming, available sessions appears on the course page.
[image: ]
Click on a Session’s details or the View all sessions link to select the session to sign-up for.
[image: ]
[bookmark: _Toc359515460]Sign-up for a Session
Additional action may be required from the Learner and their Manager to sign-up for and approve attendance of a session, respectively.
Learners can sign-up for a session, rather than requiring the Trainer to book them. 
Click on the Sign-up link next to a session.
 [image: ]
Choose the Notification type that you would like to receive after you sign up for this session: Email Notification and/or iCalendar Appointments are available and will contain the date, time, location and details of the session.
If a Discount Cost was entered in the Session settings page, the learner will be required to enter a Discount Code. Note that this discount code is not validated by the system; it is stored and available for review via the Face-to-face Session reports found in My Reports. When the code is entered, the discount cost will be associated with the learner for this session.
If the Manager’s email address is required in the Site Administration settings, then the user will be asked to enter their Manager’s email address. 
Click the Sign-up button to book the session. You will receive a confirmation email and a notification will appear on the Alerts section of the My Learning dashboard.
[image: ]
The session will also appear in the My Learning > My Bookings page and on the Calendar.
[bookmark: _Toc359515461]Sign-up for a Session without a Known Date and Time
[image: ]
Wait-listed sessions are used by Session Creators to capture interest in a session that has not yet been scheduled. The learner can click on the Wait-listed link to sign up for the session. 
[image: ]
If enough learners sign-up for the session, the Session Creator can add a date and time and location to the session. 
After the date is set, a booking confirmation will be sent to all users on the waitlist. Note that no iCal attachments will be sent until the session date is setup. If manager approval is required, the booking request will be sent to the manager.
The user will also receive alerts confirming their addition to the wait-list and confirming their booking on the My Learning dashboard.

[image: ]
[bookmark: _Toc359515462]View Current and Past Session Bookings
Learners can return to the ‘My Bookings’ section of My Learning to see all current and past bookings.
[image: ]
[bookmark: _Toc359515463]Sign-up for a Session Waitlist
Sessions without a Known Date and Time
A session is considered ‘Wait-listed’ if a time has not been set. The learner can sign-up for the session, but will not receive any iCal attachments until the date/time has been set.
Sessions Booked to Capacity and Allow Overbooking
A learner can also be added to a Wait-list for a session that allows overbooking. Every session has a maximum capacity or number of seats that are available for learners. When a session allows overbooking, learners can continue signing up for the session after it is full and will be added to the wait-list. If confirmed learners cancel their booking, then wait-listed learners will be confirmed for the booking.
[bookmark: _Toc359515464]Cancel from a Session
If a learner needs to cancel their booking for an event, they can access the session and click the Cancel booking link. Learners can cancel bookings for sessions that they have signed up for or sessions that an instructor has signed them up for.
[image: ]
When cancelling, the learner will be asked to provide a reason for the cancellation.
[image: ]
The learner will receive a confirmation notification for cancelling the session on the My Learning screen under Alerts. [image: ]
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Notifications will also be sent to the learner via email. 
If an instructor cancels a session or changes the session’s date(s) / time(s), a notification will be sent to the user with an updated iCal event attached.
[bookmark: _Toc359515465]Manager Workflows
[bookmark: _Toc359515466]Session request approval
Some sessions will require manager approval for a learner to sign-up or be booked. This is based on a setting called Approval required in the Face-to-face activity settings page.
After the learner uses the sign-up option, a Course Booking Request for manager approval will appear as a notification in the Tasks section of the manager’s My Learning dashboard. 
[image: ]
The manager may also receive an email notifying them that the learner has requested to attend a session. Clicking on the information icon next to the task will bring up the same message that appears in the email, including a link for the manager to click on.
[bookmark: _Toc359515467]Viewing team bookings
Managers can view bookings for each learner on their team via the My Team page. Under the name of each team member, a link labeled ‘Bookings’ appears. By clicking on the link, a Manager can see a report of all sessions that the learner has been booked into, as well as information about the session including Course name, Session name, Session Date, Session Start Time, Session Finish Time, and the Learner’s Status (e.g., Booked, Attended, etc). The Manager can also export the table to a spreadsheet.

 [image: ]
The link takes the manager to the session approval page.
[image: ]
For each learner that requires approval, select the Decline or Approve radio button. Click the Update requests button to save the changes.
The learner is now fully booked for the session.
[bookmark: _Toc359515468]Frequently Asked Questions
1. What happens when a learner signs up for a session that does not have a date/time set?
Sessions that do not include a date/time are considered as a Wait-listed session. Learners will be added to the wait-list and will receive a notification message that they have been added to the wait-list. Once the date/time is set, Manager’s will receive approval requests, if necessary. The learner will be confirmed for the session and receive a booking confirmation notification. 

2. Why doesn’t the learner’s session appear on the My Bookings list?
A session without a date and time will not appear in the My Bookings list because the date and time is not set.
3. Learners are not receiving iCal attachments for all of the session dates for multi-day sessions.
If your organization is using Microsoft Outlook, learners will need to receive a separate iCal invitation for each day of a multi-day session. Enable the One message per day option by going to the Settings block under Site Administration > Plugins > Activity Modules > Face-to-face. 
© Copyright 2012 Totara Learning Solutions, Ltd. All rights reserved. 	    Page 1 of 67
© Copyright 2013 Totara Learning Solutions, Ltd. All rights reserved. 	    Page 2 of 67
image3.png
rla & A O

You sre logged in ss Admin User (Logout)

HOME Y LEARNING FIND COURSES CALENDAR
Home » Site administration » Plugins » Actvity modules » Manage actities Blocks eciting of
Navigation Activities
(]
®om Activitymodule Activities  Version Hide/Show Delete Settings
Assignment 2 2012112900  ®  Delete Settings
Home
= Ny leaming Assignment (2.2) 0 2012112900 ®  Delete Settings
» Site pages Book 1 2012112900 - Delete Settings
» My profle
» Courses 2 2013021200  ®  Delete Settings
1 2012112900  ®  Delete Settings
Admin bookmarks 1 2012112900  ®  Delete
= 1 2012112901 ®  Delete Settings
s Rl
& Facetoface 3 2013013007  ®  Delete Settings
bookmark tis page
€ Feedback 2 2012112900  ®  Delete Settings
@ Folder 1 2012112900  ®  Delete Settings
feuioos) o @ Foum 5 2012112901 Settings
®s% 8 Glossay 2 2012112900  ®  Delete Settings
& IMS content packa 1 2012112900  ®  Delete Settings
» My profle settings pectees ¢
& Label 29 2012112900  ®  Delete
~ Site administration N il





image4.png
Firefox ~

2 Totara2 40: Admiristaton: Plugins: Act..

(€ ) @ tocalhost/totaralms-2.4.0/admin/settings.phpsection=modsettingfacetoface

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Site adminisiration » Plugins » Activity modules » Face-o-face

Face-to-face

Sender address:  totara@example com Default totara@example.com

Home. fecetofece_romadress
a My leaming What will appear in the From field of email reminders sent by this module.

b Site pages
» My profile
b Courses ‘Manager
Course creator

Admin bookmarks
(]

s Rl

Authenticated user on frontpage
bookmarkthis page Staff Manager

Assessor
Default None

o Users assigned to the selected roles in a course can be tracked with each face-to-face session
&+ @

» My profile settings Allow scheduling confiicts: Default No.
fecetofece_allowschedulingaontics o o e e o

Settings

v Site administration





image5.png
Firefox ~

@h @ localhost/totaralms-24.0/mod/facetoface/ customfield. php?id=0

Home » Site adminisiration » Plugins » Activity modules » Manage actities

Home.

& My leaming
b Site pages
» My profile

b Courses

Admin bookmarks
(]

s Rl

bookmarkthis page

Settings
(]
&7 w

b My profile settings

~ Site administration
g Notifications
g Advanced features.
b Users
b Hierarchies
b Learming Plans

Add a new custom field

General

There are required fields in this form marked *

Name*

Short name*
Field type*
Default value

List of possible values

Required
Display as a filter

Show in exports and lists





image6.png
Training Requirement: | All 5]

Please note that this session is mandatory for all staff members. Please be sure to sign up for a session

Displaying all wait-isted courses
matching the current criteriz.

Customer service
advanced training

Customer service
advanced training

<«May 2013 June 2013 July 2013 »

Sunday Monday Tuesday Wednesday  Thursday Friday saturday
:

b 5 s s 7 .

5 . - T .





image7.png
Firefox ~

(€@ tocsmosttotaims 240 mod/fcetofce senotic pid=0

Home » Site adminisiration » Plugins » Actiity modules » Manage actities

Home.

& My leaming
b Site pages
» My profile

b Courses

Admin bookmarks
(]

s Rl

bookmarkthis page

Settings
(]
*om

b My profile settings

~ Site administration
g Notifications
g Advanced features.
b Users
b Hierarchies
b Learming Plans
» Courses
) Grades

Add a new site notice

General

There are required fields in this form marked *

[Font iy || Fantsie

[ paragrash+[| a0k

B 7 U mex x

s 2@ A2

=

|2 AE QA

Conditions

Al of these criteria must be met for the notice to be shown on the training calendar:

Training Requirement

a
Mandatory
Optional





image8.png
Firefox ~

[ € | @ localhost/totaralms-2.4.0/mod! facetoface/natifcation/termplate/ Yy v Lo & & B~

3 You are logged in ss Admin User (Logout)

totaraims
HOME MY LEARNING FIND COURSES CALENDAR

Home » Administration » Modules » Activties » Face-to-face » Nofiication templates

Navigation Notification templates
(]
Notification title ¢
Home
= My leaming

: z;ep"’;gl:’ Course booking confirmation: [facetofacename), [starttime]-[fnishtime], [sessiondate]
» Courses Course booking reminder: [facetofacename], [starttime]-{fnishtime], [sessiondate]
Course booking request: [facetofacenamel, [starttime]-{nishtime]

Waitisting advice for [facetofacename]

Course booking cancellation

Settings

b My profil settings

~ Site administration
& Notifications
G Advanced features.
b Users
Hierarchies
Learming Plans
Courses
Grades
Badges
Location
Language





image9.png
Firefox ~

(€ 1@ locahosotarais-24./mocfacetoface noticaton/template/edit php vc|[E Lo & & B~

0 You sre logged in ss Admin User (Logout)

e
totaraims
HOME MY LEARNING FIND COURSES CALENDAR

Home » Administration » Modules » Activties » Face-to-face » Nofiication templates

Add notification template
. There are required fields in this form marked *

Navigation

Home.
= My leaming
b Site pages
» My profile
b Courses

[Fontfamly |-|[Fontsze |- paragrapn -] /[
B 7 U mex x [ 2 @ @A -2 v
EN e

Settings

b My profil settings

~ Site administration
& Notifications
G Advanced features.
b Users
Hierarchies
Learning Plans Patrip
Courses

Grades Manager copy prefix
Badges [Fontfomty_|-[[Fontsze |-|poragron [-|[ 1 1[|d

Location /B 7 U aex x | 2 @A & -
Language |2 HEQ dmy |





image10.png
Firefox ~

(€ 1@ locahosotarais-24./mocfacetface/room/ manage php s Lo & & B~

3 You are logged in ss Admin User (Logout)

4
totaraims

HOME MY LEARNING FIND COURSES CALENDAR
Home » Administration » Modules » Activiies » Face-to-face » Rooms

Navigation Rooms
Room name ¢ Building

Home )

= Ny leaming Mesting Room A Waits Building

) Site pages .

y oy p"’;glz Mesting Room B Waits Building

¥ Courses Totara Conference Room Catalyst House

Settings

b My profil settings

~ Site administration
& Notifications
G Advanced features.
b Users
Hierarchies
Learming Plans
Courses
Grades
Badges
Location
Language





image11.png
Firefox ~

@ @ localhostotarelms 2:4.0/mod facetoface/room/edit php

Navigation ~ Add aroom
(]

Home

& My leaming
b Site pages
» My profile

» Courses
Settings.

» My profle settings
~ Site administration
98 Notifications
G Advanced features
b Users
Hierarchies
Learming Plans

»
»
»
»
»
»
»
»
»
»
»
»
»
»

There are required fields in this form marked *

Prevent room conflicts +

[T e == e

B 7 U mex x

S==(yomma -2

I CEEEcz)





image12.png
()

'
totaraims
HOME

Home » Orientation
Navigation

Home.

& My leaming

b Site pages

» My profile

~ Current course

~ Orientation

Participants
Reports
Badges.
General
1May - 7 May
8May - 14 May
15 May - 21 May
22 May - 28 May
29 May -4 June
5 June - 11 June:
12 June - 18 June.
19 June - 25 June.
26 June -2 July
3July - 9 July

b Courses

Add an activity or resource

0 0 0 0 0 0 0 O @ 06 0 0 0 O O

The Face-to-Face activty module enables a
teacher to set up a booking system for one or

many in-person/classroom based sessions.

Each session witin a Face-o-Face acivity can
have customised setings around room, start
time, finish time, cost, capacity etc. These can
be setto run over multple days or allow for

unscheduled and wailisted sessions.

An Activty may be setto require manager
approval and teachers can configure
automated nofifications and session

reminders for attendees.

‘Students can view and sign-up for sessions
with their attendance tracked and recorded

within the Grades area.

Go
Advanced search @

Latest news
o

s Al

Add 2 new topic.
(No news has been posted
vet)

Upcoming events

&
s Al

There are no upcoming events

Go'to calendar.
New event.





image13.png
&=

=

Home » Orientation

Settings

MY LEARNING FIND COURSES CALENDAR

& Adding a new Face-to-face
(]

&+ @

 Course administration
& Tum editing off
= Actiity chooser off
9& Edit settings

@& Completion tracking

9& Competencies
Reminders
b Users

7 Fitters
 Grades

» Badges
@ Backup
(@ Restore.
& Import

@ Publish
DReset

b Question bank

b Suitch role to.

My orafile setinas

General

You are logged in ss Admin User

There are required fields in this form marked *

Fontfamiy |~/ Fontsize

/B 7 U aex x|

- [Paragrapn|-|[<) ][4 4% @
[ 2 @A -2 -
|2 H&E Q-

Third-party email
address(es)





image14.png
Fi

=

| &2 orientation: cPR certicstion
N 0 Yo s ogged in s Adin User Logout ]
| P
; totaraims

Settings
(]
&+ @

 Facetoface administration
= Edit settings

Locally assigned roles

Permissions

Check permissions

Fitters

Logs

Backup

Restore

Notifications

Course administration
Switch role to.

My profil settings

Site administration

Search

HOME MY LEARNING

FIND COURSES

Home » Orientation » General » CPR Certification

CALENDAR

Al sessions in CPR Certification

Update this Face-to-face.

Please join me on-site for a CPR Certification renewal day. This will include 2 hours of lecture on CPR techniques, 2 hours of

workshop time to practice CPR and 1 hour to complete your certfication exam.

Upcoming sessions
No upcoming sessions
Add a new session

Export attendance

Format | Excel ~ Exporttofile

I





image15.png
=

HOME MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication » Nofifications » Face-to-face » CPR Certfication » Editing facetoface » Nofiications.

Settings
(]
*om

~ Facetoface administration
= Edit settings

Locally assigned roles

Permissions

Check permissions

Fitters

Logs

Backup

Restore

Notifications

Course administration
Switch role to.
My profile settings

Site administration

Search

Notifications
Notification title
Course booking cancellation
Course booking confirmation: [facstofacename], [starttime]-ffinishtime], [sessiondate]
course booking date/time changed: [facetofacename], [starttime]-finishtime]
Course booking reminder- [facetofacename], [starttime]-{finishtime], [sessiondate]
Course booking request: [facstofacename], [starttime]-finishtime]
Course session trainer cancellation
Course session trainer unassigned
Course trainer confirmation: [facetofacename], [starttime]-{finishtime], [sessiondate]

Waitisting advice for [facetofacename]

Add

You sre logged in ss Admin User  Logout

Type.
Auto
Auto
Auto
Auto
Auto
Auto
Auto
Auto

Auto

Status

Options

AN
)

NN N N N N NN





image16.png
Fi

= =]

| &2 cor certicstion

D You are Iogged i ss Admin User_Logout
H - o
| totaraims
3

@ HOME MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Cerification » Orientation » Face-o-face » CPR Cerlifcation » Afiendees Update this Face-toface
Settings Add notification
[}

There are required fields in this form marked *

&+ @

~ Facetoface administration  Scheduling
= Edit settings

= Locally assigned roles
= Permissions 0 =] [hows [=] [befre start of session [~
= Check permissions
= Fiters
= Logs
. Recipients
= Restore Booked
= Notifcations Al booked
» Course administration
Attended only
» Suitch role to.
No shows only
» My profile settings
» Site administration Waldlsted
User Cancelled

Search





image17.png
Manager copy

Manager copy prefix

[ e e e
EPR T 2 EmBA -2
\ |~ |EAEadm

[0 send a copy of this notification to the user's manager

Fontfamiy || Fontsze || paregeen || [0
B 7 U mex x | 2 @A & -
[z A® Q H]me |





image18.png
Firefox ~

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

Navigation

Home
= My leaming
b Site pages
» My profle
~ Current course
~ Orientation
b Participants
b Reports
» Badges
~ General
& News forum
& CPR Certification
» 1May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May
29 May - 4 June
5.June - 11 June
12 June - 18 June
19 June - 25 June
26 June -2 July
b 3duly-9duly
b Courses

Adding a new session in CPR Certification

There are required fields in this form marked *

General

Session dateltime known
]

Timezone

Start time

v 013+ 6 00~

You sre logged in ss Admin User (Logout)





image19.png
Navigation

| 2 cor cenication

()

toh’ralms‘

HOME

Settings

v Facetoface adi

Course admini
Switch role to

My profle setti

Site administrz

=
K3
You rs logged in a5 Ad =
Choose a room x
« Browse L
« Search
Meeting Room A, Waits Building, 101 Main Street San Francisco, CA, Large meeting room with one circular block

table and seats for 25. (Capacity: 25)

Search

“Room assigned to another session during the selected session date and time

OK  Cancel

Choose a pre-defined room





image20.png
Capacity* @

Allow overbooking &

Duration &

Normal cost &

Discount cost &

Details &





image21.png
SESSION ROLES

Editing Trainer “This user is already assigned as  Editing Trainer' for Worksite Orientation at 8:00 AM to 400 PM on 17 June
2013,
Jonathan Abbott

Trainer Cameron Ellis

Lewis Abbott




image22.png
HOME MY LEARNING

FIND COURSES

Home » Orientation » General » CPR Certification

Navigation

(]
&+ @

Home
= My leaming
) Site pages
» My profle
~ Curent course
~ Orientation
) Participants
» Reports
» Badges
> General
& News forum
& CPR Certification
» 1 May-7May
» 8 May - 14 May
» 15 May - 21 May
b 22May - 28 May
» 29 May - 4 June
» 5 June - 1 June
b 12June - 18 June
» 19 June - 25 June
» 26 June - 2 July
b 3.July-9duly
) Courses

CALENDAR

Al sessions in CPR Certification

Summary

Upcoming sessions

Date Time.

01July 2013 08:00 AM - 04:00 PM PDT

Add a new session

Export attendance

Format | Excel ~ Exporttofile

Room

Meeting Room A
Waits Buiding
101 Main Street San Francisco, CA

Capacity ~ Status

0125

You sre logged in ss Admin User (Logout)

Update this Face-to-face

Booking open





image23.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation

Navigation
B News forum
Home.

& My leaming & cor certitation

) Site pages Sign-up for an available upcoming session
» My profile
~ Current course Meeting Room A,

i cour Waits Building,
» Orientation 101 Main Strest San Francisco, CA,

» Courses 01.July 2013 o
08:00 AM - 04:00 PM PDT

Go
Advanced search @

Settings View all sessions. Add a new topic.
o (No news has been posted

vet)

~ Course administration
£ Tum edit 1 May - 7 May
um editing on Upcoming events

FREdi settings 8 May - 14 May s}
9§ Compleion tracking
9& Competencies.

(=IReminders 22 May - 28 May

» Users
 Filters 29 May - 4 June & CPR Certficati

Monday, 1 July, 5:00 PM
Grades
o 5 June - 11 June » Tuesday, 2 July, 1:00 AM

» Badges
S ackep [ 12 June - 18 June [ | Goto calendar.

New even.
(@ Restore.

15 May - 21 May & CPR Certificati
Monday, 1 July, 5:00 PM
» Tuesday, 2 July, 1:00 AM





image24.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

HEngston All sessions in CPR Certification

Home Summary
= My leaming
) Site pages
» My profile Upcoming sessions
~ Current course
v Orientation T Date. Time Room Capacity Status. Options.
» Partcipants Erreren
) Reports
) Badges 08:00 AM - 04:00PM  Meeting Room A 0/25  Booking ’
~ General POT Waits Building open *
¥ News forum 101 Main Strest San Francisco, Attendees.
& CPR Certification cA Sign-up
» 1 May-7May
8 May - 14 May Add a new session
15 May - 21 May
22 May - 28 May Export attendance
29 May - 4 June

& June - 11 June Format Excel v Exporttofie
12 June - 18 June

19 June - 25 June
26 June -2 July
3July - 9 July

b Courses





image25.png
Firefox ~

MY LEARNING FIND COUI

Home » Orientation » General » CPR Certfication

Navigation

Home
= My leaming
b Site pages
» My profile
~ Current course
~ Orientation
» Partcipants
b Repotts
) Badges
~ General
& News forum
& CPR Certification
» 1May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May
29 May - 4 June
5June - 11 June
12 June - 18 June
19 June - 25 June
26 June -2 July
3duly - 9 July
b Courses

Settings

CPR Certification

Training Requirement
Session dateltime
Capacity

Duration

Room

=

Attendees

RSES CALENDAR

01.July 2013, 08:00 AM - 04:00 PM PDT
2%
8 hours

Meeting Room A,
Waits Building,
101 Main Street San Francisco, CA

@ No users have signed-up for this session

Action

You sre logged in ss Admin User (Logout)





image26.png
| & cor certicstion [+]
- Home » Orientation » General » CPR Cerification i
3 ) Addiremove attendees %
3 Settings.
2 existing users 2 potential users
1] ~ Facetoface ad) | Lynn Sample, Isample@example.com = Search

John Sample. jsample@example com

= Edi setting
Melody Sample, msample@example coi ~

= Locally ass Admin User, lore.davies@gmail.com
= Permission
Check pern

Fiters
2 and one hour exam
Logs

Backup < Add
Restore

= Notification: » Remove

Course admini

Switch role to

My profle setti
Site administrz

7] Suppress the confirmation and calendar invite emails for newly added attendees and the cancellation emails for
removed attendees

Save  Cancel
Powered by Totaral MS





image27.png
7] F2F User Upload.txt - Notepad

=B8] %
Fie Edt Fomat View Help

1111 A
2222

3333

e





image28.png
Navigation

]

| &2 cPR ceriication

S o

HOME

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

Settings

~ Facetoface adi
= Edi setting
= Locally ass
Permission
Check pem
Fitters
Logs
Backup
Restore

= Notiication
Course admini
Switch role to

My profle setti

Site administrz

o

CPR Certification

Bulk add attendees from file

Text file*

Encoding

There are required fields in this form marked *

UTF-8 -

Note: Users must be referenced by their idnumber and appear one per line

Search

[T —

Action -
Go back

Upload fle

Cancel

& and one hour exam

Powered by Totaral MS





image29.png
Firefox ~

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

HEngston CPR Certification

Home Training Requirement

= My leaming
b Site pages
¥ My profile Capacity 25
~ Current course
~ Orientation Duration 8 hours
b Participants

Session dateftime 01 July 2013, 08:00 AM — 04:00 PM PDT

Room  Mesting Room A,
Waits Building,
101 Main Street San Francisco, CA

T News forum
& CPR Certification Attendees
1 May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May E
29 May - 4 June ‘mGddmuﬂusm'&mlymﬂedImuﬂus (View resuts)
5 June - 11 June L
12 June - 18 June
19 June - 25 June Attendees
26 June -2 July
3 July - 9 July Name
» Courses

Lynn Sample

. John Sample
Settings
Melody Sample





image30.png
Firefox ~

4 CPR Certfication
8 May - 14 May
15 May - 21 May
22 May - 28 May
Zlizy=adm & Bulk add attendees success - Successfully added/edited 1 attendees. (View resuits)
5 June - 11 June
12.June - 18 June
19 June - 25 June
26 June - 2 July
3ty -9 Juy Name.

b Courses

Attendees

Lynn Sample

Bt Bulk add attendees from text input

~ Facetoface administratio
Edit
settings.
Locally assigned role: 3933

CSV text input

Permissions
Check permissions
Fitters
Logs
Backup
Restore

= Notifications

Note: Users must be referenced by their idnumber, idnumber's must be delimited by a comma or newline

Course administration
Switch role to.

My profile settings
Site administration
G Notifcations
9§ Advanced features
~ Users

~ Accounts

9% Browse list of
users





image31.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

HEngston CPR Certification

Home Training Requirement

= My leaming Session dateltime 01 July 2013, 08:00 AM — 04:00 PM PDT
b Site pages
» My profile Capacity 25
~ Current course
~ Orientation Duration 8 hours
» Partcipants
b Repotts
) Badges
~ General
& News forum
& CPR Certification
» 1May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May
29 May - 4 June
5June - 11 June
12 June - 18 June
19 June - 25 June Lynn Sample
26 June -2 July
3 July - 9 July John Sample
b Courses

Room  Mesting Room A,
Waits Building,
101 Main Street San Francisco, CA

Melody Sample

Settings Action





image32.png
& News forum

& CPR Certification
» 1May -7 May
» 8May- 14 May
» 15 May - 21 May
b 22May - 28 May
» 29 May - 4 June
b 5 June - 11 June
b 12 June - 18 June
» 19 June - 25 June
»

26 June -2 July
b 3duly -9 duly

) Courses

Settings

(]

~ Facetoface administration
= Edit settings

Locally assigned roles

Permissions

Check permissions

Fitters

Logs

Backup

Restore

Notifications

Course administration
Switch role to.
My profile settings

Site administration

Search

Attendees Message users
There are required filds in this form marked *.

Recipient Groups
Booked (3 users)
Message
Subject®
Body* =

[Fontfomly || [Fontsze |~ paragraph ||| (|4 &7

Go back

/B 7 U aex x | 2 @A & -
= & AE 2 )=

Send message  Discard message





image33.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

HEngston All sessions in CPR Certification

Home. Summary
= My leaming
» Site pages
» My profie Upcoming sessions
¥ Current course:
v Orientation Date. Time Room Capacity ~ Status Options.
» Participants
» Reports 01July 2013 08:00 AM - 04:00 PM PDT Meeting Room A 3725 Bookingopen /' ®
» Badges Waits Building Attendees
¥ General 101 Main Street San Francisco, CA Sign-up
& News forum
& CPR Certification  Add a new session
» 1May-7May . B
8 May - 14 May Previous sessions
15 May - 21 May
22 May - 28 May Date Time it Status
29 May - 4 June
5 June - 11 June 01 May 2013 10:00 AM - 03:00 PM PDT Session over

12 June - 18 June Attendees
19 June - 25 June

26 June -2 July Export attendance
3 July - 9 July

b My courses,

Format | Excel ~  Expottofie





image34.png
HOME MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certification

avigation = CPR Certification

tome Session date/time 01 May 2013, 10:00 AV - 03:00 PM PDT
= My leaming Capaciy | 10

) Site pages apacly

b My profile Duration 5 hours

~ Current course
~ Orientation

) Parcipants ‘ Attendees ‘ Cancellations  Take attendance  Message users
) Reports
) Badges
~ General
W8 News forum Attendees
& CPR Certification
» 1 May-7May Name Cost Discount code
b 8May - 14 May
b 15 May - 21 May Ashley Sample 50
» 22 May -26 May il Sample 50
» 29 May - 4 June
» 5 June - 1 June Carol Sample. 50
) 12June - 18 June
b 19 June - 25 June Dawn Sample S0
» 26 June - 2 July
b 3.July-9duly Ao
» My courses Go back
Settings

You sre logged in ss Admin User (Logout)

Attendance

Booked

Booked

Booked

Booked





image35.png
HOME MY LEARNING FIND COURSES

Home » Orientation » General » CPR Certification

Navigation

Home
= My leaming
b Site pages
» My profile
~ Current course
~ Orientation

b Participants

b Repotts

) Badges

~ General
& News forum
& CPR Certification
1 May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May
29 May - 4 June
5 .June - 11 June
12 June - 18 June
19 June - 25 June
26 June -2 July
3duly - 9 July
b My courses

Settings

CPR Certification

CALENDAR

Session dateltime 01 May 2013, 10:00 AM - 03:00 PM PDT

Capacity 10

Duration 5 hours

Attendees Cancellations | Take attendance

Take attendance

Select users who attended the session

Name.

Ashley Sample
Bill Sample:
Carol Sample

Davin Sample

Current status

Booked

Booked

Booked

Booked

Message users

You sre logged in ss Admin User (Logout)





image36.png
€ @ locslhosttotaralms-2.40calendar/viewphp Y - Google slo & & B-
0 You re Iogged i as Ashiey Sample (Logout) [
%
totaraims
HOME MY LEARNING FIND COURSES. CALENDAR
Home » Site pages » Calendar e
Navigation ) T — Events key
o Upcoming events All courses - New event
 Hide global events
Home 4 Hide course events
= My leaming — ® Hide group events
 Ste pages &  CPR(Certificatt ® Hide user events
= Site blogs ririation Monday, 1.July, 5:00 PM » Tuesday, 2 July, 1:00 AM
= Site badges
* Tags Session dateftime  01July 2013, 08:00 AM - 04:00 PM PDT )
Monthly view
= Calendar
My profl Duration 8 hours
> iy coues way 2013
Room  Meeting Room A, ‘SunMon Tue Wed Thu Fri Sat
Waits Building, 12 2B
o = 101 Main Street San Francisco, CA s 678 0m0mn | I
Sign-upfor this Face-to-ace session 1213 14 15 18 17 18
b My proffe settings 1920 21 22 23 24 25
2 27 28 20 2 3
Export calendar June 2013
- Sun Mon Tue Wed Thu Fri Sat
Manage subscriptions B
= 2345567 ¢
9 10 1 12 1214 4
517 w820 212 -





image37.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation

Navigation
B News forum
Home. « June 2013

7ty g & concontaton SunthonTus Wea Th i
Site pages
» My profile
¥ Current course Mesting Room A, g3 4 567

~ Orientati Waits Building, — PR
Jrienaton 101 Main Street San Francisco, CA,
articipants. 01July 2013 16 17 18 [18) 20 21

Rew:: 08:00 AM - 04:00 PM PDT 23 24 25 26 27 28

General View all sessions. =
30 April - 6 May

7 May - 13 May Events key
14 May - 20 May
21 May - 27 May

Sign-up for an available upcoming session

30 April - 6 May  Hide global events

® Hide course events.

28 May - 3 June 7 May - 13 M
4June - 10 June ay vy 1 Hide group events.

® Hide user events.

1 June - 17 June 14 May - 20 May
18 June - 24 June.

25 June - 1July 21 May - 27 May B
2July - 8 July Upcoming events
» My courses 28 May - 3 June o

4 June - 10 June & CPR Certificati
Settings Monday, 1 July, 8:00 AM





image38.png
Firefox ~

&8 Course:Orintation

& Tum editing off
= Actiity chooser off

G Edit settings.

@& Completion tracking

9& Competencies.

(I Reminders

b Users

& Unenrol me from
Orientation

7 Fiters.
 Grades
» Badges
@ Backup
(@ Restore.
& Import
@ Publish
DReset
» Question bank
» Suitch role to.
» My profle settings

b Site administration

Search

28 May - 3 June
7

4 June - 10 June
7

11 June - 17 June
7

18 June - 24 June
7

25 June - 1 July
7

2 July - 8 July
4

© Add an actiity or resource

© Add an actiity or resource

© Add an actiity or resource

© Add an actiity or resource

© Add an actiity or resource

© Add an actiity or resource

© Add an actiity or resource

Go
Advanced search &

Latest news
(]

s Al

Add 2 new topic.
(No news has been posted
vet)

Recent activity
(]
s Al

Actvity since Wednesday, 19
June 2013, 9:42 Al
Full reportof recent activiy.
Nothing new since your last

login

Powered by TotaraLlis





image39.png
Firefox ~

B Course: Orientation

()

4
totaraims

HOME MY LEARNING FIND COURSES CALENDAR

Home » Orientation

Navigation

Home.

= My leaming

b Site pages

» My profile

~ Current course

~ Orientation
b Participants

Reports
Badges
General
30 Apiil - 6 May
7May - 13 May
14 May - 20 May
21May - 27 May
28 May - 3 June
4 June - 10 June
1 June - 17 June
18 June - 24 June.
25 June - 1July
2July - 8 July

b My courses.

Settings

~ Course administration

(]

B News forum

& corcertiication
‘Sign-up for an available upcoming session

Meeting Room A,

Waits Building,

101 Main Street San Francisco, CA,
01July 2013

08:00 AM - 04:00 PM PDT

View all sessions

30 April - 6 May
7 May - 13 May
14 May - 20 May
21 May - 27 May
28 May - 3 June
4 June - 10 June
11 June - 17 June

- 18 June - 24 June

You sre logged in ss Admin User (Logout)

« July 2013
‘SunMon Tue Wed Thu Fri

123 45
78 9 10 112
1415 16 17 18 19
212223 24 25 %
28 29 30 31

Events key

® Hide global events.
® Hide course events.
1® Hide group events

® Hide user events

Upcoming events
(]

& CPR Certificati
Monday, 1.July, 8:00 AM
»4:00PM
Goto calendar.
New event.





image40.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation

Navigation 7
o
B News forum AesaAR®ED 78T

Home. & cor certitation A= « July 2013 -

= My leaming Signup for an avalble upcoming session Sunion Tue Wed Thu Fri Sat

b Site pages
» My profile Meeting Room A, 1.2 3 45 6

- Waits Building, Monday, 1 Jul:
Curent course 101 Main Strest San Francisco, CA, evel v
Orientation 01.July 2013

Participants 08:00 AM - 04:00 PM PDT

Reports & conc
Badges View all sessions. ertifcati

General Events key
30 Apiil - 6 May
7 May - 13 May © Add an activty or resource ® Hide global events.

14 May - 20 May 4 30 April- 6 May ® Hide course events.
7

21 May - 27 May ® Hide group events
28 May - 3 June ® Hide user events
4.June - 10 June © Add an activty or resource
11 June - 17 June
18 June - 24 June % 7 May- 13 May
25 June - 1.July 4
24uly - 8 July

» My courses

Upcoming events
(]

© Add an actiity or resource s

aha 44 Mav 20 M- & CPR Certificati
locelhost/totaralms-2.4./calendar/view php?course=4view=dayBical_d=18tcal m=78Lcal y=2013%event 16





image41.png
HOME MY LEARNING FIND COURSES CALENDAR

Home » Orientation

Navigation
(]
7%

Home.

& My leaming

b Site pages

» My profile

~ Current course
~ Orientation

Participants

Reports

Badges

General

30 Apiil - 6 May

7May - 13 May

14 May - 20 May

21 May - 27 May

28 May -3 June

4 June - 10 June

1 June - 17 June

18 June - 24 June

25 June - 1 July

2July - 8 July

b My courses

4

Brewsonm  Aavesamesw

& cor ceritcation

Sign-up for an available upcoming session

Meeting Room A, Meeting Room A,
Waits Building, Waits Building,

101 Main Street San Francisco, CA, 101 Main Strest San Francisco, CA,
01July 2013 08 July 2013

08:00 AM - 04:00 PM PDT 08:00 AM - 04:00 PM PDT

View il sessions
FEXTA-T X3
© Add an actiity or resource

& 30 Apil -6 May

© Add an actiity or resource

% 7 May- 13 May
4

© Add an actiity or resource

< 14 May - 20 May

You sre logged in ss Admin User (Logout)

Tun editing off
Calendar
(]
s Al
« June 2013 -

SunMon Tue Wed Thu Fri- Sat

B
23456758
9 10 1 12 1314 15
16 17 18 [i8) 20 21 22
23 24 25 26 27 28 29
£

Events key

® Hide global events
® Hide course events

1® Hide group events
® Hide user events

Upcoming events
o
s Aa





image42.png
Firefox ~

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

Al sessions in CPR Certification

Summary

Home

= My leaming B R
b Site pages Upcoming sessions

» My profile

~ Current course Date Time Room Capacity  Status
~ Orientation

) Pariicipants 01July 2013 08:00 AM-04:00 PMPDT  Meeting Room A Booking open

b Reports Waits Buiding Attendees

» Badges 101 Main Street San Francisco, CA Sign-up

~ General
W8 News forum 08July 2013 08:00 AM-04:00 PMPDT  Meeting Room A Bookingopen  # @ #
& CPR Certification Waits Buiding Attendees
30 April - 6 May 101 Main Street San Francisco, CA Sign-up
7 May - 13 May
14 May - 20 May
21 May - 27 May
28 May - 3 June
4 June - 10 June
11 June - 17 June Add a new session
18 June - 24 June.
25 June - 1July
2July - 8 July

b My courses. Date Time

15y 2013 08:00 AM-04:00 PMPDT  Meeting Room B Bookingopen  # @ #
Waits Buiding Attendees
101 Main Street San Francisco, CA Sign-up

Previous sessions





image43.png
HOME MY LEARNING

Home » Orientation » General » CPR Certification

Navigation

Home
= My leaming
Site pages
My profile
Curtent course
Orientation
Participants
Badges
General
& News forum
& CPR Certification
1 May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May
29 May - 4 June
5 .June - 11 June
12 June - 18 June
19 June - 25 June
26 June -2 July
3duly - 9 July
My courses

FIND COURSES

Sign-up for CPR Certification

Session dateltime
Seats available
Duration

Room

Normal cost

Notification Type*

CALENDAR

03 May 2013, 10:00 AM - 03:00 PM PDT

2
5 hours

Meeting Room A,
Waits Building,

101 Main Street San Francisco, CA

Large meeting room vith one circular table and seats for 25

5100

Email Notification and iCalendar Appointment +

Signup

Cancel

There are required fields in this form marked *





image44.png
Fi

fox - SEr=]

\ [ Totara2.4: My leaming

¢ Youare logged in ss Ly Sample Logeut [

totaraims
HOME MY LEARNING FIND COURSES CALENDAR

Home » iy leaming Customise this page

Navigation Course overview My private files
(] o (]
Orientation No files available
Site pages
My profle
My courses Manage my privae fles
Orientation
Tasks
o Online users
Settings o
o You currently have no tasks
(last & minutes)
My profle settings Lymn Sample

Alerts
. Links

‘Showing 2 of 2

Home

o Coure booking confimation: CPR Cerifcation., 700 PI-1200 A, 3May 2013 @)
G Reports





image45.png
You sre Iogged in as Ashiey Sample (Logout) (1]
HOME MY LEARNING FIND COURSES CALENDAR
Home » Orfentation
Your progress
Navigation Calendar
[} [}
E News forum
Home - June 2013 >
+ My leaming & comcorsteston o Suntion Tue vied Thu i Sat
» Site pages ‘Sign-up for an available upcoming session 1
» My profile
~ Curtent course Waitdisted 2345678
¥ Orientation View all sessions. 9 10 11 12 13 14 15
: Participants 16 17 18 [18) 20 21 22 U
Badges
- 23 24 25 26 27 28 29
» 30 April - 6 May 30 April - 6 May D
» 7May - 13 May E
» 14 May - 20 May 7 May - 13 May nts key
» 21May - 27 May
» 28 May - 3 June 14 May - 20 May ® Hide global events
» 4 June - 10 June ® Hide course events.
b 11June - 17 June 21 May - 27 May ® Hide group events
» 18 June - 24 June 28 May - 3 June ® Hide user events
» 25 June - 1July
¥ 2.July -8 July 4 June - 10 June .
» My courses Upcoming events
11 June - 17 June o
Settings [ 18 June - 24 June [ here are no upcoming svents
[} Goto calendar.
25 June - 1 July New event. 4





image46.png
You e Iogged in ss Ashiey Sample (Logout)

HOME MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certification

Bavigation Sign-up for CPR Certification

Home Session dateltime  Waitlisted

= My leaming

b Site pages

» My profile

~ Current course

~ Orientation

» Participants Notification Type™® Email Notification and iCalendar Appointment +
» Badges
~ General

& News forum

& CPR Certification Sign-up  Cancel

30 April - 6 May

7 May - 13 May

14 May - 20 May

21 May - 27 May

28 May -3 June

4.June - 10 June

1 June - 17 June

18 June - 24 June

25 June - 1.July

24uly - 8 July

» My courses

Seats available 10

There are required fields in this form marked *





image47.png
Firefox ~

b Site pages

» My profile

~ My courses
» Orientation

Settings

b My profil settings

MY LEARNING FIND COURSES CALENDAR

Orientation

o You currently have no tasks

‘Showing 2 of 2

Qg Covuse booking confimation: CPR Cetfcaton, 00 AM-4:00 PM, 1 July 2013

2% Waitlisting advice for CPR Certiication

You e Iogged in ss Ashiey Sample (Logout)

Customise this page

My private files

No files available

Manage my private files

Online users

(1ast 5 minutes)
Aonley Sample
Admin User

Quick Links





image48.png
You e Iogged in ss Ashiey Sample (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » My Leaming » My Future Bookings

Future Bookings | Past Bookings

My Future Bookings: 2 records shown

CourseName SessionName  SessionDate Session StartTime ~ Session Finish Time  Status
Orientation CPRCerfication 12012 08:00 Al POT 0400 P POT Bostes

Orientation Viorsite Orientation 262013 08:00 AM FDT 10:00 AM POT Bosted

Powered by TotaraLliS





image49.png
Firefox ~

MY LEARNING

Home » Orientation

Navigation

Home.

& My leaming

b Site pages

» My profile

~ Current course

~ Orientation
b Participants

Badges
General
30 April - 6 May
7May - 13 May
14 May - 20 May
21 May - 27 May
28 May - 3 June
4 June - 10 June
1 June - 17 June
18 June - 24 June.
25 June - 1July
2July - 8 July

b My courses,

Settings

FIND COURSES CALENDAR

B News forum

& cor ceritcation

You are booked for the following session foroes

More info

Meeting Room A, Waits og00Am-  Cancel

Buiding, 101 Main Street San 5054 04:00 P11 booking
Francisco, CA POT e

30 April - 6 May
7 May - 13 May
14 May - 20 May
21 May - 27 May
28 May - 3 June
4 June - 10 June

You e Iogged in ss Ashiey Sample (Logout)

(]

« June 2013 >
‘SunMon Tue Wed Thu Fri- Sat

S
2 345 6 7 8
9 10 11 12 13 14 15
16 17 18 [18) 20 21 22
23 24 25 26 27 28 29
30

Events key

® Hide global events.

® Hide course events.
1® Hide group events

® Hide user events

Upcoming events
(]

& CPR Certificati
Monday, 1.July, 8:00 AM





image50.png
ficfox - IS T .. T T

MY LEARNING FIND COURSES CALENDAR

Home » Orientation » General » CPR Certfication

Navigation

Home
= My leaming
b Site pages
» My profile
~ Current course
~ Orientation
» Partcipants
» Badges
~ General
& News forum
& CPR Certification
30 April - 6 May
7 May - 13 May
14 May - 20 May
21 May - 27 May
28 May -3 June
4.June - 10 June
11 June - 17 June
18 June - 24 June
25 June - 1.July
24uly - 8 July
» My courses

Cancel booking for CPR Certification
Cancel booking

You e Iogged in ss Ashiey Sample (Logout)

Are you sure you want to cancel your booking to this session?

Reason





image51.png
Firefox ~

Home » ly learning

Navigation

Home.

= Ny learning
b Site pages
» My profile

~ My courses
» Orientation

Settings

b My profil settings

MY LEARNING FIND COURSES CALENDAR

(]

Orientation

You currently have no tasks

‘Showing 2 of 2

& Course booking cancelaion

Course booking confirmation: CPR Certification, 8:00 AM4:00 PM, 1 July 2013

You e Iogged in ss Ashiey Sample (Logout)

Customise this page

My private files

No files available

Manage my private files

Online users

(1ast 5 minutes)
Aonley Sample

Quick Links





image52.png
\ 2 Totars24.0: My leaming

Home » iy leaming

Navigation

Home.

= My leaming

) Site pages

» My profile

~ My courses
) Orientation

Settings

» My profile settings

MY LEARNING

FIND COURSES

CALENDAR

Review Item(s)

Subject  Course booking cancellation

Type K

From  Ashley Sample (asample@example com)

=88] =

You e Iogged in ss Ashiey Sample (Logout)

Customise this page

My private files

No files available

Statement  This is to advise that your booking on the following course has been cancelled

**BOOKING CANCELLED™*

Participant: Ashley Sample

Course: CPR Certification

Showing 2 ot 2

(77 Gy L

(f el @R ST AR, iy 2

©

Dismiss

Manage my private files

Online users

(1ast 5 minutes)

Ashley Sample

Cancel Quick Links

Home
Reports

® Courses





image53.png
Fi

\ [ Totara2.4: My leaming

SEr=]

4
totaraims
HOME

Home » iy leaming

Navigation

Site pages

My profile

My courses
Orientation

Settings

My profil settings

MY LEARNING MY TEAM

Course overview

(]
Orientation
Tasks
o ‘Showing 1 of 1

Alerts.

Showing 2.of 2.

FIND COURSES

View all tasks

CALENDAR

Course booking request: CPR Certfication , 7:00 PM-12:00 AM

You e Iogged in ss Melocy Sample. Logout

Customise this page

My private files

(]
No files available
Manage my private files
Online users
(]
(1ast 5 minutes)
Melody Sample
Join Sample @
Statistics
(]

In the last 30 days your team
has





image54.png
\ [ Totara2.4: My leaming
\.’
totaraims
HOME

Home » iy leaming

Navigation

Site pages

My profile

My courses
Orientation

Settings

My profil settings

SEr=]

MY LFARNING.

Revi

Alerts.

Showinn 9 of 9

You e Iogged in ss Melocy Sample. Logout

MY TFAM

FIND COURSFS CAIFNDAR
w Item(s) x
Customise this page
Location: 101 Main Strest San Francisco, CA
My private files
Venue: Waits Building o
Room: Meeting Room A
| Nofiles available
Please follow the link below to approve the request: 1 e
hitp:/flocalhostitotaralms-2.4.0/mod/facetoface/attendees. php?s=58 I
action=approvalrequired
Online users
o
Your request to book into the following course has been sent to your manager. last 5 minutes)
~ 1 sy sample
Lon Sample ®
Dismiss  Cancel
Statistics
o
o In the last 30 days your team
has





image55.png
Fi

G [

Home » Orientation » General » CPR Certfication

Navigation

Home
= My leaming
Site pages
My profile
Curtent course
Orientation
Participants
Badges
General
& News forum
& CPR Certification
1 May -7 May
8 May - 14 May
15 May - 21 May
22 May - 28 May
29 May - 4 June
5June - 11 June
12 June - 18 June
19 June - 25 June

26 June -2 July
3July - 9 July
My courses.
Settings

(]

Facetoface administration

CPR Certification

Session dateltime 03 May 2013, 10:00 AM ~ 03:00 PM PDT
Capacity 25
This session requires manager approval to book
Duration 5 hours

Room  Mesting Room A,
Waits Building,
101 Main Street San Francisco, CA
Large meeting room vith one circular table and seats for 25

Normal cost  §100

Approval required

Go back

Name Time Requested  Decide Later Decline Approve

John Sample 1 May 2013, 9:47 PM

Update requests





image1.png
Firefox ~

(€} tocahosttotams 240/ acmin/ s/ manage o

You sre logged in ss Admin User (Logout)

MY LEARNING FIND COURSES CALENDAR

Home » Site adminisiration » Users » Permissions » Define roles

Navijation Manage roles | Allow role assignments  Allow role overrides  Allow role switches

Home.
& My leaming
b Site pages
» My profile
b Courses

Role @ Short name

AN

Manager manager

Course creator coursecreator

Admin bookmarks Editing Trainer editingteacher
(]

s Rl

bookmarkthis page

Trainer teacher
Leamer student
Guest quest

Settings - Authenticated user user

Authenticated user on frontpage frontpage.
rors page page

Staff Manager staffmanager
b My profile settings

NN N N N N N NN

v Site administration Assessor assessor





image2.png
2 Totars24.0; Administrtion Users Permi..| 4

€)@ lochosoraims 240/siminoedeine hpreci

ditBuroleid=4 77 v ¢ |[B- cooge

~ Users
b Accounts
~ Permissions
9§ User policies
i Site

administrators
% Define roles

G& Assign system
roles

9§ Check system
permissions

9& Capability
oveniew

9§ Unsupported role
assignments

Hierarchies
Leaming Plans
Courses

Grades

Badges

Location

Language

Plugins

Security
Appearance

Front page

Server

Reports
Development

g Assignment upgrade
helper

Context types where this
role may be assigned

9

Filter face-toface. Clear

Capability Permission © Risks

Add attendees to a face-toface session
modfscetoface:sddatizndess

Add, edit, copy and delete face-toface sessions.
modfscetoface edisessions

Remove attendees from a face-to-face session
modfscetotaceremovestiendzes

Acti

ity: Face-to-face

View face-toface activities and sessions
modfscstofaceiew

View empty face-to-face activties
modfacetoface viewemptyacivites





image56.jpeg
il
totara




image57.png




image58.png




