Send Calendar Invitation to Instructors and Learners

STARS is now (10/09/2009) integrated with the Stanford Calendar system! Registering
for any classroom-based training event in STARS automatically sends a meeting proposal
to the learner's Stanford Calendar. See the http://www.stanford.edu/dept/Internal-
Audit/stars/docs/calendar.html page for details.

Any new functionality will be available to STARS Learning Administrators?

Yes! After the integration with Stanford Calendar system, STARS Learning Administrators
will see a new button called “Update Instructor Calendar” after the learning
administrator created a new classroom session.

Clicking the “Update Instructor Calendar” button will automatically send a calendar
invitation to the session instructors who have been assigned to this session (On sessions
tab not on Session Patterns tab). It will also send calendar invitation to all enrolled
learners. So learning administrators have the control of when to send calendar
invitation and if they want to send the calendar invitation to instructors.
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Note:

e The calendar invitation will be sending out every time the button is clicked,
system will not check if the invitation has been sent out or not.

e Same as sending the invitation to learners, the invitation will be sending to
Stanford Calendar only. Instructors will not get any invitation if they are not in
the system or they are not using Stanford emails.

e The “Update Instructor Calendar” button could be used for updating session
instructors and enrolled learners for any of the Session Date, Start Time or
Location change for the session. It will remove the old invitation and add a new
entry with latest session information.

e Please kindly use the button after the session setup has been completed.
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