b EDIT APROGRAM WITH TSW

| |
AI d S Follow the steps below to edit your Program:

Step 1: At the top of the screen, click the Maintenance link.

Sign Up! Training. Seminars. Workshops.

AccessID: 3a8224

.-1 MAINTEMANCE | FET BROXY ID | MY SESSIONS | SESSIONS AT A GLANCE
MNarrow or Broaden Your Search:

| Show All Categories

Find Course by Keyword: | |

vllshowAII Programs v

Select Program / Register - Select a highlighted program from the menu below. ¥ou will be presented with a list of available sessions,

Program Search Option: Display only Employee programs and events,
Click HERE to view all available pregrams.

Academic Staff

Program [click highlighted pregrams to view - Program
sessions) FECE T T ‘Web Site

lASPDC Awards Reception

Eaﬁ ear, the Academic Staff Professional Development
it - “'-‘ ”> "*“.hﬁﬂ_ﬂgﬁfwﬁdiﬂﬁéw ~ #‘—«Ir"‘

Step 2: From the Maintenance Menu, click the List Programs link.

Maintenance Menu

HOME | BACK | MAINT. MEMU

e List Programs *"""_--

s Presenters
o List/Edit Presenters
o Add New Presenter
s List of "At Risk" Sessions
» Maintain Categories
+ Session History - Employee Display
» EPAF Eligibility
+ Reports/Downloads
* Project Page

Step 3: The List of Programs page appears. Use the find and replace dialog box

(Ctrl and F keys)and enter a keyword from your program title to quickly find your
Program from the list.

‘ Find Replare | GoTo
| Find what: " |
[ Highight all ikems Found in:
T

Step 4: Click Edit Event from the List of Programs Screen (shown below).
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Training. Seminars, Workshops.

LIST OF PROGRAMS
HOME | BACK | MAINT. MENU l
PROG. PROGRAM NAME CONTACT WEB| INACTIVE?|
SITE

ADD PROG. D
| |
EDIT EVENT 96 Retirement Incentive One- Elizsbeth Rager Yes
LIST SESSIONS on-One Counseling
REGISTER A PERSOMN
DIRECT REGISTRATION LINK
EDIT EVENT 332 |Same-Sex Partner Benefits: |Elizabeth Rager Yes

LIST SESSIONS A Thing Of The Past?
REGISTER A PERSON
DIRECT REGISTRATION LINK

"FF#L EDIT EVENT 1009 |Sample Frogram, Event or |Diane Siemen Vien| Mo
IST SESSIONS Course

REGISTER A PERSON
DIRECT REGISTRATION LINK

EDIT EVENT 686 |SES: The Essential Invitation |Rosslvn Dobbs Yes
LIST SESSIONS
REGISTER A PERSON
DIRECT REGISTRATION LINK

AR By s ¥

EDIT EVENT 347 |Sexual Assault Prevention Elizabeth Rager Yes
LIST SESSIONS

L i‘swﬁsissv\' '"—..-‘\.M_“'—\.\_. .___J' e Y % .ﬁ' r

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

-
Note! Now that you have created a Program/Event/Course, you have
" an option to Remove from Listing at the Edit screen.

TSW Page 2 of 2



