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Process: Locate a classroom waiting
list
Owner: Arizona Leaning Center Date: | 8/30/2017
Revision:
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5 Export the Click on Edit Classroom Session
Roster Export General || Register Students
Roster Content: Session Code: | 9712
button Location: ApD v Instructor: >
located at Organizer: =
the bottom Date: |9/21/2017 A Start Time: | g:15 am v
of the End Date: | 9/21/2017 A End Time: | 10:15 am v
window. Register Before Date: | 9/20/2017 | Register Before Time: | 5:00 pm b
Timezone Counfry: | United States of Americ| Timezone: | (GMT-07:00) Phoenix | ¥
Hours Per Day: |0 Days: o
Total Seats: | 21 Per Seat Cost: |q
Student Open Attendance
Reqistration: Verification Code:
Generate Random Code ]
User Group Admin [¥] (General Setting - User Group Admin - Classroom Sessions must also be turned on)
can register
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6. | Export Click OK to
dialog box continue Export %
will appear. | with the i This will export the session information and roster
export. as a spreadsheet. If you made changes, make

sure to Save before using Export.
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Do you want to open or save export.csv (2.00 KB) frem adoa.server.tracorp.com? _ Cancel
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Option 2
Use this option
to remove
waitlisted

employees

from the roster.

Follow steps | Login to
1thru4 TraCorp,
from above | locate, the
Classroom
Session
button,
locate the
session.
View waitlist | Click on the | Edit Classroom Session
U pd ate General Register Students
Attendance Content: Session Code: | 9212
button. Location: aD b Instructor: »
Organizer: »
Date: 9/21/2017 i Start Time: | g:15 am >
End Date: 9/21/2017 3 End Time: | 10:15 am v
Register Before Date: | 9/20/2017 (3| Register Before Time: | 5:00 pm v

Timezone Couniry:
Hours Per Day:
Total Seats:

United States of Americ|»

]
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Registration:

Timezone: | (GMT-07:00) Phoenix |
Days: |0
Per Seat Cost: g
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Verification Code:

Generate Random Code J

User Group Admin [¥] (General Setting - User Group Admin - Classroom Sessions must also be turned on)

can register
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Locate the Select Update Roster
Remove Remove ADMAP4NS2, MAP 2 for New Supervisors: 9212017815ADMAPANS2
students students oA
from the from the Roster Update Wizard
You can use this wizard to add and remove students from your class, or update attendance
roster roster. records. Choose one or more selactions from the list below,
option E[_l:llnortant: vou must comolete this wizard to save the chanaes.
[Z) Add new students to the roster
—
() Update attendance records for students on the roster
Next
Locate the Click on Update Roster b
Waitlist Waitlist to ADMAP4NS2
column. move
waitlisted Roster Update Wizard - Remove Students
users to the Double-click users in the list below to remove them from this session.
top of the Double-click on a student below to remove them
list. First Mames Last Name Usernams Sﬂ
Mataliz 282017 552, Yes
AMDREW 292017 1:29... Yes ~
CARL BI32017 1:51 pm  Yes
¥IMNG BMN52017 453, Yes
Rebecca 8232017 3:08... Yes
Jacgueline /2972017 8:44 . Yes
Dodie TAM207 101, Yes v
Back Mext




Locate the Double Remove User ¥

student’s click on the € |, Are you sure you want to remove this user from the roster?

name you user’s \'-/

want to name and —

remove click on Yes

from the when

roster. prompted.

Locate the Click on the

closeiconx. | closeicon | UPdeteRoster
to close the g ﬂﬂ;ﬂﬂ, MAP 2 for New Supervisors: 9212017815ADMAPANS2 —)
window.

Roster Update Wizard - Remove Students

Double-click users in the list below to remove them from this session.

Double-click on a student below to remove them

First Mame Last Mame Username Signup Date

‘Waiting List




10.

Locate the | Click on P
General Register Students
save button. | Save to Select students to assign to this session. Click headers to sort.
Assigned Students
save t h e +}-\ss|gn Students x Remove Selected Students
Cha nges. Username First Last
MARISOL MEDIMNA
Treva Bradley
ROBERT BIRR
SOMIA RAMIREZ
REGINA TUCKER
Nicole Garcia
CRYSTAL MESSMNER
MARK KILLAMN
LINDA QAKLEY

Send Reminder Email: [7]
# Days Before Start Date: 0

VAL ERIA

RARCIA

Include Template(Student):  None

f +Emall Additional Users | Double-dick on a user below to remove them

Username First Last

Save U

Upload R.uster] Export Roster | | Class Session ] e-! Cancel




