Attention to Learning Administrators

After we applied 7 PeopleSoft bundles to STARS in late April, we noticed that there is a new
requirement on Session Patterns page when creating a new classroom based session or webcast
session. The instructor field became a required field on Session Patterns page, and the message
does not clearly tell us which field is required. (You will not notice it if you have been used session
patterns and instructor’ name has been provided on Session Patterns page.)

This new requirement is for STARS - Webcast integration feature, the instructor’s ID will be used
to login to Webcast server to create webcast sessions.

If you are facing any issues with creating new sessions, below is an instruction to aid
administrators to create new classroom based sessions or webcast sessions.

(1) When we try to create a new session for classroom component, clicking on “Add
Session” button will direct us to session pattern page.

[ Learning Component | Session Patterns | Sessions

Activity: 0Q0OD-4709-042208 Component: classroom

Customize | Find | Wiew All i
Session Time
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(2) On Session Patterns page, click OK to close the popup window.

{ Learning Component ' Session Patterns '} Sessions |

Activity: (00D-4709-042208 Component:  classroom
Template IDv (o} Annly Template
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(3) We are going to use a default template called “classroom” by clicking on the
Magnifying Glass icon on right of the Template ID field. (we could also type in the
text “classroom” in Template ID text field, then jump to step 6)

{ Learning Component | Session Patterns Y Sessions |

Acthvity: OQOD-4709-042208 Component: classroom
Template ID: "h Apply Termplate |
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There are no instructors added to this session
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There are no equipments added to this session
Add Equiprment

(4) Click on “Look Up” button on next page.
Look Up Template ID

Search by: | Template ID w =

Look Lp | Cancel |Advanced Lookup

(5) Click on “Classroom” link to select the default template.

Look Up Template ID

Search by: | Termplate ID w
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Search Results
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(6) Click on “Apply Template” button right after Template ID field.

[ Learning Compaonent | Session Patterns | Sessions |

Activity: ©OD-4709-042208 Component: classroom

Template ID: | Classroom Q. applyTemplate |
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(7) Click “OK” button on next page.

Existing session patterns will be replaced with the template. Continue? (180592 60045)

The copy termplate process will delete existing session pattern information and replace i
(] Cancel

(8) You will notice that the Start Date field, Start Time field, End Time field and the
instructor called “Default Instructor” have been populated on the page. We could
change the instructor's name if we know, otherwise just leave the default value
and update it later on.

Template ID: | Classroom Q. ApplyTemplate |
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(By using default template “classroom”, we populated four required fields
automatically, we could provide the values manually if we want.)



(9) Now we should be able to go to Sessions page to add new sessions, click on
Sessions tab.

[ Learning Companent | Session Patterns Y Sessions

Activity: ©OD-4709-042208 Component: classroom

Template ID: | Classroom Q. ApplyTemplate |
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(10) After we come to the Sessions page, we will be able to use “Add Session” button
to add new sessions as what we have been doing for sessions. Please DO NOT use
“Update Instructor Calendar” button for now, the functionality has not been
implemented yet, STARS team will send out a notice to all learning administrators
after we have completed the Calendar integration.

{ Learning Component | Session Patterns | Sessions
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Learning Component - ¢classroom

Session Details
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