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Job Aid:  Instructor’s Desk Tasks 

Three process steps support the learning tasks for new instructors: 
 

Request  EAM  Access

(Enterprise Access Management)

Notify the Curriculum Manager

which class(s) you are an instructor

Manage your class(s)

student enrollment and status

1 2 3
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Request Enterprise Access Management (My Learning:  Instructor’s Desk) 

Step
: 

Action: 

1 Use your internet browser and go to the EAM direct link:  My Learning Administration - Instructor (production) 

2 Check the box to select the Instructor (production) role (see below example) 

 

3 Click the Next button at the bottom right of the EAM web site. 

4 Complete the required information.  Specifically the job role description and detailed business reason. 

 

5 Click the Submit Request button when you have completed the required information. 

Result: EAM authorization approval automatically lists you as an instructor in My Learning, and provides you 

access to the My Learning Instructor’s Desk. 

6 After you have received EAM authorization approval, identify the correct Curriculum Manager (CM) for 
the class(s) you are qualified to instruct. 

You can identify the correct Curriculum Manager from the IT Employee Training and Development 
contact  
list in Navigating your Career (NyC). 

7 Send an email notification to the CM that you now  

 are an instructor listed in My Learning,  

 have access to the My Learning Instructor’s Desk, and  

 are qualified to instruct classes  [provide the CM the course title(s) and contract number(s)]. 

http://eam.abc.com/EAMWeb/RequestAccess/Paging.aspx?Administration=FALSE&Others=FALSE&OtherUsersSelected=&ID=137496
http://itapps.abc.com/NyC/StaticContent.aspx?Page=nycITETD.htm
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Result: The CM will update My Learning to list you as a qualified instructor to teach a certain class(s).  You will 

also be able to manage the Instructor’s Desk tasks regarding student enrollment and class status (open or 

closed). 

Manage Your Class(s):  My Learning Instructor’s Desk 

Step: Action: 

1 Use your internet browser and go to My Learning:  http://saba.company.com/Saba/Web/Main . 

2 From the My Learning ‘Home’ page, use the top right Go To:  
drop down menu and select Instructor’s Desk. 

 

 
 

3 Using the left-hand navigation, click on 
the Roster option. 

 
 

4 Select the method you want to use to find the course offering to manage the class student enrollment or 
the class offering status information. Select your search method, enter the search criteria, and click the 
Search button: 

WWID  - enter your WWID information for a list of classes you are the scheduled instructor 

IDSID  - enter your IDSID information for a list of classes you are the scheduled instructor 

OFFERING ID - enter the My Learning course offering ID number for the class you are the scheduled instructor 

 

Result: A list of My Learning course(s) you are the instructor is displayed. Click the title link you want to access. 

http://saba.company.com/Saba/Web/Main
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Class Student Enrollment   (display a list of students enrolled in the class) 

5 With the course offering displayed, note the following items: 

Status 

- displays the current status of the course offering (in this example, status is  Open – Normal) 

Offering Manager 

- displays the Commodity Manager (CM) name who owns & manages the course offering in My Learning 

Instructors 
- displays the instructor name(s) who will receive credit for delivering the course offering 

Dates 

- displays the class start/end dates, start/end times, and room logistics scheduled for the course offering 

Learners 
- displays students and their corresponding Registration Status (confirmed/cancelled) 

Waitlisted Learners 
- displays students who are waitlisted for the class (lower number indicates first waitlist entry - - in the below 
example, Sandra Simons tried to enroll and was waitlisted before Kyle Nyborg. 
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Class Student Enrollment   (modify students enrolled in the class) 

1 NOTE:  Only after the course offering delivery has occurred (the course end date has been reached) 
can the enrollment roster be modified using the Instructor’s Desk. 

 

Access the course offering you want to manage the class student enrollment. 

2 As in the above display list of students enrolled, note the key information sections displayed.  Note that 
each enrolled student – the identified Learners – allows you to manage student’s Attendance Status. 
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3 In addition to managing the Learners Attendance Status, you can also manage the Waitlisted Learners 

and any applicable Walk-ins Attendance Status. 

 
 

4 To manage the Attendance Status, click the drop down list arrow for a corresponding learner. 

 
For Learners, select: 

- Successful/Completed 

- Unsuccessful/Incomplete 

  or 

- No Show 

 

 

For Waitlisted Learners, select: 

- Successful/Completed 

- Unsuccessful/Incomplete 

- No Show     or 

- Not Evaluated  
 

5 For Walk-ins status: 
 

1. Enter the WWID for the walk-in student 

2. Press Enter on your keyboard to populate the 
name 

3. Click the drop down list arrow and select: 
- Successful/Completed     or 
- Unsuccessful/Incomplete 
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Result: Managing the Attendance Status for Learners, Waitlisted Learners, and Walk-ins enables you to 

accurately provide course credit to students based on who had: 

 successfully attended and completed the required class activities (Successful/Completed status),  

 not successfully attended all classes or completed all required class activities (Unsuccessful/Incomplete 

status),  

 been enrolled in the class but did not attend the class (No Show status),    or 

 attempted to attend but could not due to waitlist prevention (Not Evaluated status for Waitlisted Learners 

only) 
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Class Offering Status   (close or cancel the class offering to provide course credit to students & instructor) 

1 To close the class offering and provide course credit to students & the instructor, go to the Instructor’s 
Desk course offering Roster and ensure that the correct student enrollment and/or waitlist status is 
reflected. Then, scroll to the bottom of the Web page and click the Grant Credit & Mark Delivered 

button. 

 

Result: Closing a course offering confirms course status information (credit for completion) and provides 

instructor credit for delivering the class.  When the course offering is closed, no further actions can be performed 
and it will be removed from being an active offering.  The offering information can no longer be found in your 
Scheduled or Roster class listings. 

 

2 To cancel the class offering (often due to either low enrollment or due to resource unavailability), go to 
the Instructor’s Desk ‘Home’ page and select Scheduled from the left hand tab options. 

 

3 Enter appropriate search criteria for the course offering you want to cancel.  Make sure the Delivery 
Types* selection is for Instructor-Led (ILT).  With your criteria entered, click the Search button. 
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4 In the search results, identify the course offering you want to cancel and click the Open – Normal status 

link. 

 

5 In the Offering Status window, select the Cancelled radio button, then proceed to click the Save button. 

 

6 When prompted to select an input reason (why the course offering is being cancelled), click the Reason 

drop down arrow and select an appropriate reason.  With the reason selected, click the Save button. 
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Result: Cancelling a course offering will remove it from being an active offering.  The offering information can no 
longer be found in your Scheduled or Roster class listings. 

 
NOTE:  My Learning sends an email notification to enrolled/confirmed students that the class is cancelled.  My 
Learning does not send email notifications to students listed on the waitlist.  You may want to send a separate 
email to those students indicating that the class has been cancelled and no further waiting is anticipated. 

 

In addition to the above Instructor’s Desk display of the student roster -- only available to the scheduled 
instructor(s) of the class offering -- anyone may view a class roster using the following steps. This may be 
important to stakeholders or managers who would like to see which students are registered in a specific course 
offering. 

1. Access the  Instructor Corner  ( https://sp2010.amr.ith.com/sites/LearningDevelopment/Pages/InstructorCorner.aspx 

) 

2. Click the link for 
 Enrollment Roster Tool & Teaching Schedule 

 
 
 

 

3. (1)  Select your search method 
 

 (2)  Enter the search criteria     and 
  

 (3)  Click the Search button. 

 

  

 

4. The enrollment roster information is displayed. 

https://sp2010.amr.ith.abc.com/sites/LearningDevelopment/Pages/InstructorCorner.aspx
https://sp2010.amr.ith.com/sites/LearningDevelopment/Pages/InstructorCorner.aspx
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From the enrollment roster information screen, the only task action that can be performed is to send email 
communication to the enrolled learners.  This can be helpful if class work notifications or reminders are relevant 
for student information. 

1. Click the Email Learners link near the top center of the screen. 

 
 

2. Select the learner(s) you want to send an email communication.  Click to place a check mark for the desired 
student name(s). 
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3. With the student name(s) selected, click the Email Selected button. 

 

4. Your email application will launch a new email message with the selected student name(s) populated in the  
To:  field, and the Subject:  link populated with the course name, offering ID, and class start date information. 

 
 

5. Type your email message and click the Send button. 

 

 

Request A New/Change Course Offering 

Step: Action: 

1 Use your internet browser and go to the ET&D Request Forms  sharepoint site:    ET&D Request 
Forms . 

2 Select the Course Offering: New  or  Course Offering: Change option from the left-hand navigation  
per your need. 

https://sharepoint.amr.ith.abc.com/sites/ETD/ETD_Request_Forms/SitePages/Home.aspx
https://sharepoint.amr.ith.abc.com/sites/ETD/ETD_Request_Forms/SitePages/Home.aspx
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3 To enter a new request (for a new offering / change existing offering), click: 
 
 

1. Items  (from the List Tools in the ribbon) 

2. New Item 

3. New Item  (Add a new item to this list) 

 
 

4 Complete the required information on the form. 

5 Example of a New Course Offering Request. 
 
NOTE:    This is an example only.    Your form information may vary. 
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6 After you have completed the form information, click the Save button to complete the form. It will 

automatically be submitted to the system. The ET&D KTBR team will notify you of the processing status 
within 48 hours. 
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Email the Course Roster Students 

Step: Action: 

1 Use your internet browser and go to the My Learning home site:  My Learning 

2 Using the right-side of the Web page, click the Go To:   
drop down menu and select Instructor’s Desk. 

 

 
 

3 Using the left-side of the Web page, click the Roster button. 

 
 

4 In the Search for Instructor by:  criteria fields,   

 

1. Click the drop down arrow and select  
Offering ID 

 

2. Enter the offering number for the class you 

want to send an email communication 

 

3. Click the Search button. 

 

 
 

5 Click the Email Learners link. 

 
 

http://saba.abc.com/Saba/Web/Main
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6 Click the check box next to each student’s name you want in your email distribution. 

 

Note:    You can click the top, first check box to select all students. 

 

7 Your email application will open with pre-populated To: and Subject: content. 
 
Write/format your email message as needed. 

 

8 Click the Send button to complete your email communication to the course roster students.  

 


