TCC Job Aid: Atlas Class Management Tool — Create Class Locations

Atlas Class Management Tool — Create Class Locations

This Job Aid will walk through the steps to add class Locations* to the Class Management Tool. No classes can
be created using the tool without first having a Class Location.

*Definition: A Class Location is the physical address where a class will be conducted. A Class Location must
be a valid map-able location. Classes cannot be created without selecting a Class Location from the dropdown
list on the Create Class page. Therefore, Class Locations must be created first.

Add Class Locations to the Atlas Class Management Tool

To create Class Locations, start from your Dashboard in Atlas:
1. Click the Training Center tab revealing the selection list (Figure 1)
2. Select Class Locations
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Figure 1

e From the Class Locations page, select
o An Organization from the selection dropdown in the feal* ribbon (Figure 2).
NOTE*: the color of the ribbon will change depending on the organization selected. For example,
the ribbon is teal for a Training Center, and the ribbon is purple for a Training Site.
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Figure 2
o Click Add a Location (Figure 3).
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sally takes place. These are used both to help prospective students find a class near them and to direct students
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Figure 3

e On the Add Location page, type the required information in each data field (Figure 4):
Name (required)
Training Site (if the class is offered under a TS)
Address Line 1 (required)
Address Line 2
Country/Area (required)
State (required)
City
Zip Code
e C(Click Proceed to view the mapped location.
o Add a Radius by selecting from the dropdown list.
o Add Nearby Landmarks, by selecting from the dropdown list.
e To edit the address information, click Edit (just above the title Map View)

O O O O O 0 0 O

Add Class Location

Name * Training Site
Bevins Dentristy Bryan Test Site X W
Address Map View
. ) ek & pr— =
Line1* Line2 Al TR
4712 W Urbana St o g
St Michaels o

Anglican Church SRS @

Country/Area * State * g Access Pain

4 Soluti | Tulsa Pain...
United States Oklahoma @

& 0
o g @l.ce T. Bottem, DO
5 3
City Zip Code 2
2 Potter's Hand M
Broken Arrow 740012 S otter's Hand Mi
) Genoa Healthcare
Google Keyboard shortouts  Map data €2023  Terms of Use  Report a map emmor
Map View
Radius
0.5Miles v

Nearby Landmark

Choose a landmark v

Figure 3

e  When complete, click Proceed to continue to enter Class Location information.
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Figure 4
If this Location will be the one that the TC uses most often, click the “Set as Primary Location”
check box (Figure 4).
Enter the maximum number of seats this Class Location can have on a regular basis.
Add any additional information for this Class Location.
Select the any accessibility features for this Class Location.
Upload an image, if desired,
e When all information is entered, Click the Create Location button (Figure 4).
e A notification stating that the Class Location was successfully added will display above the Class
Locations heading.
e Ifyou scroll down the list of Class Locations, the new Location will be in the list.
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