Creating a National Training Session 

[bookmark: _GoBack]Hi everyone, this is [name] with Team Rubicon. In this video, we are going to go over how to create a national training session. 
 
When setting up national training courses, sessions are added as dates under the national event template. Examples of national training courses include Chainsaw Ops and ASIST.

If you are creating a non-national training event, please note that it is different than a national training event and the creation process is different. If you need help creating a non-national event, check out our other videos for creating custom events. 

Log into Roll Call and go to Manage Events and Sessions. Go to the search bar and enter the training course by name and click search.

The following table contains the names of the national training events exactly as they appear in RollCall. 

National Training events will have “Team Rubicon (events)” as the vendor. Click on the calendar icon to add a new session for the course. It is very important that you DO NOT click on the edit icon or modify the national template in any way. 

 If you wish to modify the details of an existing event that you already created, click on the edit icon. Or click on create new session to add a new course date.

This will take you to the schedule wizard tab. Select the date for the session and click next. You should now be at the parts schedule tab.

Once here, insert the training name using the standard naming convention, and a brief description.

Next, select the location by clicking on the pop-up icon. Type in the city name in the search bar and select from the list. 

Then, select the start and end times for the event. Be sure to select the correct time zone because choosing the location city does not always result in the correct time zone. Click save part or save and add new part if it is a multi-day training and an additional date needs to be added. For example, Chainsaw is a 2-day course so you will need to create a second part.

It is important that you create two parts instead of two sessions. Both days are mandatory to pass the training so the event falls under one session. This means that volunteers only have to sign up once for both days. This is different than a multi-day service project where you create a session per day.

After you finish the parts schedule and click next, you will be taken to the details tab. Enter the session ID, which should at least be the city and course name. This will help you find your session. 

Select the accommodation type, or none required, from the drop down menu. Then, insert the session details and update the training contact if need be.

 Next, fill out the registration information here. The national template settings for attendance should carry over into your session. Since chainsaw operations is a 2-day course, both parts must be attended.

Pre-requisites for training will also be carried over from the national template. Members requesting the course without the pre-requisites will be put in an “exemption requested” status until they complete this work. Click next or save to save and continue later. 

This will take you to the availability tab, which allows you to select who the event is available to. National staff should always be selected but delete “all users in Team Rubicon” unless you want your session visible to the entire country. To add more, click groups and use the pop up menu to select the necessary groups. 

You can leave the email tab as system Defaults and skip the pricing tab.

Click save to save your session and add it to the calendar. 

Thanks for watching and check out our other help videos.
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