
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CREATE A PROGRAM AND SESSION WITH TSW 

Follow the steps below to create an Event and Session 

Step 1: Log on to Pipeline (www.pipeline.wayne.edu) using your Access ID and Pipeline 
password.  
 
Step 2: Click on the Employee tab  

Step 3: Click on the Training Seminars Workshops (TSW) icon on the right side of the 
screen  

 

Step 4: The TSW Main Page appears with a list of all Categories and Programs.  
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Programs can be a Course or Event. No matter what it is called, it 
will have at least one session. For example, a Course will have at 
least one date scheduled (session) or an Event will have at least one 
meeting (session). 

 
Step 5: At the top of the screen, click the Maintenance link. 

 

Step 6: From the Maintenance Menu, click the List Programs link. 
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Step 7: The List of Programs page appears as shown. Programs are listed in alphabetical 
order.  

 

 
Step 8: At the top of the screen, click the Add Program button.  

 
 
Step 9: The Add New Program page appears. Complete the fields as appropriate for your 
program. You will find that most fields are self explanatory but you can use the illustrations 
below to assist you. 
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It is recommended that you include a survey at 
the Session level instead of the Program level.   
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Step 10: When you have entered all appropriate data for your Program, Course or Event, 
click the Add New Program button.  

Step 11: If you clicked the ‘Yes’ option to add initial session, the Add New Session screen 
appears. Complete the fields as appropriate for your session. Use the illustrations on the next 
page to assist you. 

 

 

Once you add a new Presenter you will need to refresh the page 
by pressing the F5 key. You may lose completed fields. If you 
have multiple speakers you can list them all in the first name 
and TSW will display their names.   
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If there is no group restrictions at the Program level you can 
restrict a particular Session.   

 

If you choose this option at the Program level, do not use this 
option unless the email for the Session is different than the 
email for the Program. 

Step 12: After you have entered the Session information, click the Add New Session to add 
the session to your Program, Event or Course.  
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Step 13: The List of Sessions screen appears with your newly created Program, Event or 
Course and Session.  

 

If you need to create additional sessions to your Program, Event or Course, click the Add 
Session button. To view your newly created Program, Event or Course and Session, click the 
Home link and look for your Program under the Category you specified.  

 

 

If you do not see your Program in the list, refresh your screen 
by pressing the F5 key or return to the edit screen and verify 
that your course has not been removed from the listing.  

 
 
 
 
For additional help or to Register a Person, please contact the office of Organization 
& Employee Development.  
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