Classes & Events

AVIDCMS CEIEDETDETD

What Can | do Here?

« Add classes to the main site
« Add and edit recurring classes

« Organize and manage classes and
events

« Manage registration options
« Add and edit class templates
* View and download registration lists.

AVID eTools™

Whether your class/event is
online, a multi-week workshop o

a free one-time event, you can
manage it here.
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Quick Action Guide

Manage Classes Manage Templates
Manage Locations Manage Tags
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Adding a new class —

Manage Classes
Back to main menu

» Clicking "manage classes” on the
main dashboard will bring you to this == ' » —_—

L}
View ©onors GO0P
Fitness In Motion 21162015 ooy Yes Delete

2/16/2015 6:30 PM

» Click "add new class” in the top left = o "o STRNE- oo Swpetcrow - Z1EES TR e ome

6:00 PM

/iew Wi 5 17/ 5
r r Edit  View Medical Weight Loss Class 211712015 g0 D Yes Delete
ions ~\Food Is Not Your Friend: Breaking the Emotional 2172015 6:30 PM
e Jond with Food 21712015 830PM  CS Delete

« Make changes by clicking "edit”

* View any available registrants for
' ' “Manage Classes” is the best place
classes from this view. If you do not N s il sl

see "View Registrations’, no one has current class, or add a new one.
yet signed up for your event.
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Addlng a new ClaSS Manage Class
* |If your class occurs at more than
one time (single) or is a recurring
class (ex: meets the 1t Wednesday crom rome
of every month) or at different days o=
and time you can set it here.
« Set class start and end date and oo
time 50_@ @ B BB @ Q bty = [B5

» If a class occurs over more thanone | ———=
day, it is best to indicate that in the ———
class description rather than
creating another class date.
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Addlng a hew class Manage Class

» Selecting a location is required to save the ™

class. Locations are listed by facility and e et
then room.

Class Type: ©)Single Class Recurring Class Mulitple Class Times

Start Date: Start Time:
End Date: End Time:

Location:

Size

Use Online Registration?
Close When Full?

Close On Date:

Description:

« Description area is a full version of the Format - || 38 o

content editor — able to include images,
links, etc.
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Display Options

Display Options

Featured Instructions: Displays as featured item on the Classes and
Events listing page, and displays on the homepage (if it applies). Date
must be assigned to display as featured item.

Department Featured: Department Featured Instructions: Displays under featured listing on

« Select "Show on Main Calendar”
Classes and Events main and the department page(s). Associated tag
PY Ta g S a re Set O n th e d e pa rtm e nt [eve l must be selected for item to appear on department calendar.

Show On Main Calendar: Show on Main Calendar Instructions: Displays on the main calendar and
Classes and Events listing page.

© Ta g yo u r C l-aSS by a p p ro p r i ate Show On Department Calendar: Show on Departmental Calendar Instructions: Displays on department

calendar only. Associated tag must be selected for item to appear on

service line and nearest hospital as department calendar

\X/e[[ as any Other rel.e\/ant OpthﬂS Tzng:ﬁson Medical Center CPR EMS Education
This will ensure that the class will be
found by people searching for

classes by location and/or class R —Tr

t e particular department, visit the
yp ' “departments” section of the CMS

and click on the department. You will
be able to see what specific tags are
applied to the calendar.
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Payment Options

Is this class free?

v

Class Code (only enter if payment required):

Registration options:
Label Input Type

Select...

Options
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Payment Options

Is this class free?

v

Class Code (only enter if payment required):

Registration options:
Label Input Type

Select...

Options
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Registration options

Text Box

Radio Buttons

Checkboxes

File Upload

Text Area

Registration options:
Options

Label Input Type (comma separated) Req.
OB Physician Text Box No Remove
Due Date Text Box No Remove
Mother's Date of Birth Text Box No Remove
Support Person's Name  Text Box No Remove

Select... [ < |
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Registration Confirmation Details

Message to display ABOVE receipt.

Message to display BELOW receipt.

Upload files to be sentto user when registration is complete

Choose File | No file chosen

Reagistrar (list of email addresses separated by comma for admin notification)
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Creating a Class Template AVID

AVID eTools™

.........

Mk
uiz

Title Date Time

Edit Advanced Cardiac Life Support (ACLS) Renewal Course 1.11.2019 8:00 AM to 2:00 PM

Loz e
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Add new class template

Creating a Class from a Template Wanage fempiates Reu i

Title Date Time Published
dvanced Cardiac Life Support (ACLS) Renewal Course 1.11.2018 8:00 AM to 2:00 PM No Delete
Edit Breastfeeding Preparation Class 5.12.2018 6:00 PM to 9:00 PM No Delete
Edit Basic Life Support (BLS) 7.11.2018 1:00 PM to 5:30 PM No Delete
Edit Advance Care Planning Workshop 6.20.2018 9:00 AMto 11:00 AM  No Delete
Edit Pediatric Advanced Life Support (PALS) Renewal Course 6.19.2018 4:.00 PMto 10:00PM  No Delete
Edit Diabetes Self-Management Education Classes 6.1.2018 9:00 AM to 2:00 PM No Delete
Edit Pre-diabetes Group Class 8.1.2018 1:00 PM to 4:00 PM No Delete
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Current v

Viewing Registrations - e e e
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Edi Vie Fitness In Motion Delete
= N7 & STEVIEL (5 5 6:30 PI , -

Edit View | Survived STRIVE"- Ongoing Support Group 7-30 PI Yes Delete

o F

Edit Vie Medical Weight Loss Class 2 Yes Delete
- , View Registrations Food Is Not Your Friend: Breaking the Emotional 2 6:30 PI e — et
Edit V N e e = = = e Yes Delete
= Bond with Food 2 8:30 PI I

Class Registrations

Back to main menu
Back to classes
Send Email to Class

Lunch and Learn at Paul Oliver Memorial Hospital: 08/16/2018 12:00 PM to 13:00 PM
Size: 20
Total Attendees: 2

Filter: | unarcnived | Export Class Registrations ( Print Class Registrations

Registrant Name Registration Date # Attendees

Details Amlotte TEST, Keri TEST 07.19.18 09:10 AM 1 Archive Send Email Delete

Amlotte TEST, Keri TEST 08.06.18 02:25 PM 1 Archive Send Email Delete
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Class Registrations

Egm ]
Emailing Reqgistrants
BacK to classes
Send Email to Class
Lunch and Learn at Paul Oliver Memorial Hospital: 08/16/2018 12:00 PM to 13:00 PM

Size: 20
Total Attendees: 2

Filter: | Unarchived [ Export Class Registrations  Print Class Registrations
Registrant Name Registration Date # Attendees
Details Amilotte TEST, Keri TEST 07.19.18 09:10 AM 1 Archive Delete
Details Amlotte TEST, Keri TEST 08.06.18 02:25 PM 1 Archive Send Email Delete
Send an Email to the Class Registrants
From:
To: All Registrants
Subject:
Body:

14
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Manual Registration



