PHSS Service Delivery — Guidance on Accessing Class Roster from Instructor’s
Desk in LMS

The instruction and screen-shots illustrates how PHSS Instructors can access the Class Roster to which
they were assigned in the Learning Center.

Assumptions:

e The Instructor has taken appropriate training to have the Instructor’s Desk Role
e The Instructor’s Desk user role has been given to the instructor in Learning
Center

System Requirements: It is recommended that you use either Mozilla Firefox or Internet Explorer to pull
rosters. It will not work on Chrome or Safari.

1) The Instructor logs in to the Learning Management Center:
https://classes.redcross.org/Saba/Web/Main

Enter your Username and password

2) Go to the User Role of Instructor’s Desk under “Welcome Instructor Name”

‘4 start v

{2 Saba - Windows Internet Explorer

@.\; = [ hitps i classes.receross.org

File Edt ‘iew Favorites Tools  Help

T Favorites | o

22+ | @ saba % | o Search fi - 8

i my catendar B My Account @) For Help Call 1-800-REDCROSS (1-300-733-2767). P Lozout Welcome Christina Stelljes

American

X’/ RedCross ceTe: |Instructor's Desk b

My Offerings Offerings Reports

Scheduled ILT Offering
Self-Paced * = required
Physical Offerinzs

Calendar Configure

|

Save Search Query
Instructor-Led Training
@ Saba Software, Inc. 1967-2008
Done jrai) o Trusted sites Yh v Hioow -

Guidance for Accessing Class Roster Report from Instructor’s Desk Role 07-08-2015 Page 1


https://classes.redcross.org/Saba/Web/Main

3) Go to the Reports tab and choose the + next to the Offerings
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4) Choose the report “American Red Cross — Class Roster”
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5) Click on the “Search Pencil” next to the Offering ID box
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6) A new window opens up
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7) Type the Offering ID for your course in the Offering ID box and click on the search button
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8) The course should appear below the search box
9) Check on the select box to select this course
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C) Click onthe select
D} TheofferingIDshouldbe in the box
E) Click on Submit.

Anew window will appear with your roster; if you hold down the ControlKey and click on the printer in
the gray bar next to the disc icon, the file will download as a PDF (another new window); click on the
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10) The offering ID should be in the box
11) Click on Submit
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13) If you wish to print your roster, click on the printer in the gray bar next to the disc icon
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14) Explorer will ask if you want to download the Crystal Report (another new windowy); click OK.
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1. In the next dialog that appears, select the “Open this fle” option and click
the OK button.

2. Click the printer icon on the Acrobat Reader Menu rather than the print
button 6N Your iNtErnet browser

03716510

38360/Regional EPA

07/18/2015 - 07/26/2015

HSSPROBOS/Emergancy Medical Response Instructor

Emergency Medical Response Instructor:

6

Keystens Quality Transpertatic/

—~ Bieri, Paul:
Learner Name Username Address
Dizn=y, Michzel ”Dl T AOLCO
Esterheld, John JONESTERHELDEG
MAIL.COM L
EEIEH CHRISFUSEL @cM
Christine AILCOM
Krier, Danisl DANTEL KRIERTEG 9T pring
MAIL.COM Conshehel
13428
Scott, Dave DSCOTTE@KEYSTON
E?.UAL]TVTRANSPU
RT.COM
mith, TAT.43 FIREMAN
Christopher @YAHOG.COM
1 certify this training session has b ducted in ‘with the i nd f the Amerii ¥ |
3 I ] >
waiting For http: [Jrpts1.classes redcross. orglsabareportxijSabaRepartsInt iFal < Trusted sites 43 - RI10% -

Page Range: ®
O pages:
From: |1 To: |1 )
American Red Cross. Hi- B mm - Pager Sefety- Took- @-
Class Roster
Report printed on : 7/16/ Welcome Christina Stelljes

To Print: GaTo: | Offering Administration ¥

jF) o/ Trusted sites -

F100%

Guidance for Accessing Class Roster Report from Instructor’s Desk Role 07-08-2015 Page 6



15) A new box pops up to ask if you'd like to open in a PDF document; click on Open
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16) The new PDF window appears behind the original window; click on the red x to close it
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17) Click on the printer icon in the tool bar to print
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18) If you want to print the whole page, make sure you may need to change the page orientation to
Landscape instead of Portrait.
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How to access the Online Content Completion Status Report from Instructor’s Desk

1) Stayon the reports tab

2) Click on the American Red Cross — Online Content Completion Status report in a new window
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4) A new window opens up
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Follow steps 8-15 for accessing your roster to access the Online Content Completion Status

Report.
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If the roster will not load on your screen you can also try emailing the roster

and online completion status to yourself from SABA.

1. Stayin the Reports Tab.
2. Select the + sign beside Offerings.
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3. Select Email next to Course Roster or Online Content Completion Status. (whichever you

need)
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------- Instructor Assignments Instructor assignments Email
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4. Enter Email Address you are sending to.

Email American Red Cross - Class Roster

Run Reports » Email american...

To*

Character Limit : 255
Remaining character count: 255

5. Choose your report format (PDF/Word).

Report Format® MS Word v

6. Search for offering ID.

Offering ID* %|@

7. Click Send.

| F'reviewl | Send | | Cancel |
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