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Overview of Virtual Instructor-Led Trainings

Virtual Instructor-Led Training (VILT) is a form of synchronous learning where content is delivered via
Zoom and led by an instructor who facilitates the class. EDGE Learning has a Zoom integration that
works for Zoom based classes with under 500 learners. For classes that will have over 500 learners in
attendance, please contact your Learning Administrator.

Key details to know about the Zoom Integration feature include:
e Learners will launch the Zoom meeting through their EDGE Learning Account.

e Attendance is recorded and credit is granted automatically if the learner met the Minimum
Attendance Time
o The system default for Minimum Attendance Time is set so learners who attend at least
50% of the scheduled class run-time will receive credit for attending the class.
o You can manually edit attendance after the session if it needs to be adjusted.

Instructor Dashboard Functionality
This section covers how to access your Instructor dashboard, how to view your roster, and how to
cancel a class.

Navigating the Instructor Dashboard

The Instructor Dashboard is your central location for everything you will need to successfully
manage and facilitate your class. Please follow the steps outlined below to access the
Instructor Dashboard.

Steps to Follow Screenshot for Reference
Log into EDGE Learning by going to
arizona.sabacloud.com or by selecting A ‘ WebAuth
EDGE Learning on the UAccess '”
Dash boa rd B8 Log in with your NetID and Password

NetID

Enter your NetID and password if ‘

prompted to do so

Password

Select Admin IE‘ THE lliNlVERSITY
. OF ARIZONA

Expand the Navigation Button, then
select Admin o we

25 Admin



https://arizona.sabacloud.com/Saba/Web_spf/NA7P1PRD161/app/dashboard

Select Instructor from the top toolbar _

THE UNIVERSITY
. OF ARIZONA

2. Admin iif Browse

Viewing your Roster

Your roster will show you the number of individuals enrolled in your session which you can use to

plan your session.

1. Find the class you wish to view

2. Select the class name (blue link) to access the class roster

Instructor's desk

All class times are seen in the time zone of the Instructor.

QUALIFIED CLASSES

No Data Available

m UPCOMING SESSIONS

CLASSES TAUG

»

[j. ILI Movement fo... (0000027729)

Date : 13-FEB-2023 9:00 AM-11:00 AM

EXPORT TO CALENDAR

Send an Email to the Class

Sending the class an email is an optional tool you can use for things such as:

e Room /venue instructions or changes
e Materials to bring to class

e Reminder to complete any prework or reflection questions

Steps to Follow

Screenshot for Reference

In your roster, select the learners you wish to
email using the checkboxes. You can check the
box next to the ID Column to select all learners on
the roster.

* If you choose Select All and your roster spans
multiple pages, you can select the blue link to
select all the learners in the class

‘ 9 learner(s) selected on this pagel Select 35 learner(s) in this class. |
Clear all

s s )

REGISTRA...
STATUS

LAST NAME

A

FIRST ‘

‘ ATTENDA..
NAME

1
I —




Select the Send Notification button

The system will auto-populate the emails for the
learners you selected

Complete the following fields:
e Subject
o Message

Once you select Send, your learners will receive
an email from EDGE Learning with your message

Manage Ad Hoc
Completions

Show filters »

Edit selected for:

Canceling a Class

If you do not have enough participants or simply need to reschedule, you can cancel the class.

Prior to cancelling the class in EDGE Learning, ensure you do the following:

e Communicate with your learners, let them know the class will be cancelled and/or

the class will be rescheduled.

e Move learners off the roster into a new session following the instructions for
rescheduling to move them to the next session. OR follow the instructions for
dropping learners and instruct the learners to re-enroll in a session that works with
their schedule if you have multiple sessions to choose from.

Steps to Follow

Screenshot for Reference

Next to Status, click the Open-
Normal link

Class ID: 0000027729
Start date: 13-FEB-2023
Language: English

Status: Open - Normal

Description and Activities

This view will default to show the
current status as Delivered

Change that status to Cancelled

Current Status Open - Normal

Change Status to

@pelivered
Delivery Date )

[ Create Learning Request for Waitlisted Leamner

@ Cancelled

(] Create Learning Request for Enrolled Learner

SAVE CLOSE




Your roster will reflect the class Shom e >
cancellation. You will not be able to Edtselectedfor: [£] 42
VieW your Cance”ed Class in the Iist . _| FwsT _| LASTMAME | ATTENDA. . REGISTRA COMPLETION

Roster Management
You can make changes to your class roster by adding, dropping, and rescheduling learners.

Adding Learners to Roster
There are instances where you will need to add learners to your class roster. This is most commonly
seen when an offering's settings prevent learners from self-enrolling in a class.

Steps to Follow Screenshot for Reference

From the roster page, select the Add Learner icon confirmed - Waitsted

2/20 0/20

Type the NetID or first and last name of the Add Person
learner you wish to add. You can use the filters
dropdown to narrow your search

l |Person Search l O\ Y Filters

Select the Plus (+) icon next to the learner you Select
wish to add. Repeat this process as many times as
necessary ®

Once all learners have been added, select

. 1 > 0f4o
Register

You will see a detailed confirmation showing the

learner(s) have been added to the class ‘ CANCEL ‘ |

The learner will receive a system generated email
with class details




Dropping Learners

If you need to drop a learner from your roster, please follow these steps:

Steps to Follow

Screenshot for Reference

To drop one learner:

Select the checkbox next to the learner's name, then
select the Registration icon OR

select Registered under the Registration Status
column next to the learner you wish to drop

Edit selected for:

Clear all
[ = ID ‘

LAST NAME

A

FIRST ‘
NAME

I

To drop multiple learners:
Select the checkbox next to each learner's name, then

Edit selected for: III .

Clear all

. . . ~ ID FIRST LAST NAME ATTENDA.. REGISTRA.
select the Registration icon av| name av A av7| smatus av
00:00 Registered
00:00 Registered
UPDATE REGISTRATION FOR: 1 LEARNER/LEARNERS X

Select the dropdown arrow under Update Status
Select one of the following:
o Dropregistration for these learners

o Drop this registration without a late charge

* Offering in EDGE Learning do not have a cost
associated with them. You can select either drop
option

Update status:

Select status

Move to the Waitlist with the priority:

Move to the Waitlist and never automatically
promote into the class

Drop this registration for these learners

Drop this registration without late charge

Move to No Show

‘ SAVE

Mark as Walk In

Enter a reason for dropping the learner

Select Save

UPDATE REGISTRATION FOR: 1 LEARNER/LEARNERS X

Update status:

Drop this registration without late char...

Reason:* will attend a different session|

‘ CANCEL

SAVE

The registration status for the dropped learner will
change from Registered to Cancelled on your roster

Your learner will receive a system generated email
stating they have been dropped from the class and
the class will be removed from their Learning Plan

(© Thursday, February 2, 2023 11:00 AM-1125 AM ~ ©  Online ~ Zoom
A Employee Development,
| Growth & Engagement
g
Dear I

Your registration for EDGE Learning Admin Office Hours, beginning on 02-FEB-2023,has been
cancelled.

To view or enroll in any other upcoming sessions, please go to

https://arizona. spf/INA7P1PRD161 irs000000000016643.




Rescheduling Learners

There are some instances where you will need to reschedule learners for a different class

session. Possible reasons for this include:

You need to cancel a class and move the participants to the next session
A learner requests a different session due to a scheduling conflict

Steps to Follow

Screenshot for Reference

and select Reschedule

Find the learner you wish jco dr?p from T .

the class. select the blue link with the AV DATE AV

learner's order number under the 0000338744 25-Jan-2023

ORDER NO column

A new WlndOW Wl” Open. SCFO” dOWI’] Title ‘LearnevName ‘DeliveryType Status ‘Actions ‘

Change Learner
Audit Trail
Notes

Zoom Demo _ Virtual Classroom  Registered

A list of the available classes will appear.
Select the checkbox under the Add

Learning Classes

Print | Export

Select Save

EDGE Learning Admin Offic... _ Virtual Classroom Cancelled

eDGE Learning Admin Offic... (|| | BB Virtal Classroom  Registered ¥

Notes
Registration questions

Change Learner
Reschedule

Audit Trail

otes

Drop

Registration questions

‘ Add |Tit|e |Version|DeIiveryType Start Date | End Date | Session Location |Facility|Language ‘
EDGE .
COIUmn neXt tO the CIass yOU Want to Learning Virtual 02-FEB- 02-FEB- E’:Au 111135(; Online ~ English
SWitCh the Iearner tO H Admin Office Classroom 2023 2023 AM'r - Zoom nglis
Hours
A new window will appear prompting Input Reason
you to submit a reason for making the
Change. Once you are done, Select Save 'ﬁrsliiso:fzuonis audited. For audit tracking purposes, you must specify a reason when you perform this
moving to a new session
Reason*
4
SAVE CLOSE
You will see that the learner's original Order ltems
registration has been cancelled and they Print | Export
h b . d . h | ‘ Title ‘Learner Name |DeliveryType Status Actions ‘
ave peen reglstere in the new class Audit Trail

| save || cLose |

Your learner will receive an email stating they have been dropped from the initial session. They will
then receive a calendar invite for the new session.




Instructor Workflow

Below is a general workflow Instructors will follow. Please consult with your Learning Administrator to
ensure this is the workflow you will be following for your sessions.

¢ View Roster

e Cancel Class if n r
Before Class ancel Llass It necessary

* Open Zoom in a browser window at https://arizona.zoom.us/
® Open EDGE Instructor Dashboard
¢ Select LEAD CLASS or COPRESENT

Launching
Class

e Wait 2 hours for attendance to upload
e Drop "No Shows"
e Edit attendance if necessary

Marking
Attendance

¢ Ensure learners are marked "Sucsessful"

Mark ¢ Select "Mark Delivered"
Delivered

Launching Your Class

Please follow the steps in the order that they are listed to ensure the class launches and records the way it
should. If you attempt to launch the class in EDGE Learning before logging into Zoom, you will receive a
notification asking you to register in the session.

Steps to Follow Screenshots for Reference
Log into the Zoom web-browser at
https://arizona.zoom.us/ 2& |zoom

Select Sign in

Connect to a meeting in progress

Enter your NetlID and password if
prompted.



https://arizona.zoom.us/

In a separate browser window, log into
EDGE Learning and select the Instructor
tab

Pathway: Navigation Menu > Admin
>|nstructor

= JA\THEUNERSITY gy g srowse Admin < e Q <
. OF ARIZONA

2, AdminHome i, People BB HR

Instructor's desk

CLASSES TAUGHT

Find your class and select LEAD CLASS to start
the Zoom meeting.

If you are a co-instructor, you will select the
COPRESENT button

N2
View the instructor will see:
® EDGE Sample- C... (0000029743) _
:- Date : 01-DEC-2025 10:00 AM-11:00 AM denliiliee

View the co-instructor will see:

C. Bias 2.0: Confr... (0000030439)
@ Date : 25-JAN-2023 1:00 PM-2:00 PM

COPRESENT

Reviewing Attendance

Zoom will automatically import the attendance data two-hours after the classes’ scheduled end time.
Under the attendance column, you should see the duration the learners were in the class, and they
should be marked as “Successful” if they met the class minimum attendance time.

FIRST NAME LAST NAME

r'y

| . D

ATTENDAN... | REGISTRA... COMPLETION
STATUS STATUS

01:04 Registered Successful

01:04 Registered Successful

Dropping No-Shows

Marking a learner as a No-Show automatically cancels the learner's registration. They can

enroll in another session at a later date.

Steps to Follow

Screenshot for Reference

Select the Registered link under
Registration Status column for the
learner who did not attend the class




In the new pop-up window, select the ueoate reaisTraTion For: | | | x
dropdown arrow and choose Move to Update status:
No Show ‘ Select status ] .

Move to the Waitlist with the priority:

Move to the Waitlist and never automatically
promote into the class

Drop this registration for these learners
Drop this registration without late charge

Move to No Show
—_—_— SAVE

Mark as Walk In k

A new window will appear and prompt you to upoATE RecisTRaTION For: I X
submit a reason for making the Update satus:

change. It can be along the lines of, e -

"did not attend the class." then, select
Save

Reason:*

CANCEL SAVE

Repeat the above steps as many times as necessary for all the learners who did not attend the
class.

Manually Marking Attendance and Class Completions
If attendance does not automatically record due to the class ending significantly earlier than expected

or a technology issue, you can manually mark learners as “Successful” and adjust the attendance time
to reflect the class duration.

Steps to Follow Screenshots for Reference
|n yOUF rOSter, SeleCt the |ea rners yOU W|Sh ‘Qlearner(s)se\ected on this page{ Select 35 learner(s) in this class. ‘
to email using the checkboxes. You can check | &eacs!

= 1D ‘ FIRST ‘ LAST NAME ‘ ATTENDA.. REGISTRA...

the box next to the ID Column to select all NAME A STATUS
learners on the roster.
* If you choose Select All and your roster
spans multiple pages, you can select the
blue link to select all the learners in the class
Select the Results/Attendance Icon Show filters

Edit selected for: l:l




Click inside the Session 1 box and enter in
the time the learners attended the session

LEARNER ATTENDANCE AND RESULTS

ATTENDANCE

Update all sessions v

HH:MM
Session 1

Under the Results section, select the HEARNER ATTENDANGE AND RESULTS x
dropdown menu and select Successful ATTENDANCE RESULTS

Update all sessions ‘ Yy ‘v =2 Sescions

Session 1 ‘W‘ Not evaluated
Then select Save Successful

| oanoe |

Mark As Delivered

The last step is to mark the class as delivered. Only select this option after you have reviewed

attendance.

Steps to Follow

Screenshot for Reference

After attendance has been marked,
you can go back to your instructor’s
desk and select Mark Delivered next
to the class you want to close out

A ACTION REQUIRED 2

®  Zoom Demo (0000030394)

Lo End Date : 12-JAN-2023 MARK DELIVERED
®  Zoom Demo (0000030517)

G End Date : 25-JAN-2023 MARK DELIVERED

A new window appears and defaults
to Delivered. Select Save and the class
will disappear from your Action
Required list

Class Status

Class EDGE Learning Admin Office Hours

Change Status to o
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