Setting up a NetLink group site
A few key points regarding setting up your group site.

1. When first creating a group site, it makes you the owner. The owner is not the Host. The Host is the first person to register for the group site AFTER it is created. The host is the person who logs in on the day of the NetLink and Joins the class.

2. The Host/Owner has access to Registration Management and the NetLink roster for their group site.
3. The Owner can also be the Host.

4. The Host can be transferred to another registered participant later.

5. The Owner and the Host are BOTH responsible for recording attendance. Registered group participants will show on the Roster, and it is the responsibility of the Host/Owner to update the attendance record.
To set up a NetLink group site:

1. Login to the Learning Center

2. Go to Courses & Registration (left side navigation bar)

3. Click on Find A Class & Register.
4. Search for the Course using Keyword search. (Hint: In using keyword searches, use only one or two words. Don’t search by the whole course title).
5. Find the appropriate session 
6. Click on the Register link
7. Select the “Set up Group Site” link.
8. Fill out the Create New Group Site form.

9. Click on the Submit button. 

10.  Click on the Add button. (You must click the Add button to create the group site). 
11. If you wish to be the host, click on the Register link in the Registration window.  Note that it says you are the Owner of the group.
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This session allows you to register as an individual or attend at a group site.

If suitable, please register at one of the group sites instead of setting up a new location.
There are 1 group sites currently available for this session.

Individual Registration

# Group Sites Status
1207 Group Site: NetLink Group Site Processes. Register Change
Location: SALEM, At a computer near you
More. (5 Seats open)

You are currently the Owner of this group site.

Upon registration, please visit the Notes & Assignments page to access additional
information for this course.
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Here are the steps to take to add people to your group site.

 

1. Login to the Learning Center

2. Go to Administration (left side navigation bar)

3. Click on Training Administration

4. Click on Registration Management and search for the course

5. Click on the Sessions link

6. Find the appropriate session. 
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7. Under the session, locate your group site

8. Click on the User Management link to the right of your group name.
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9. Search for each person you wish to add (make sure you have enough capacity to add the additional people).  You may want to maximize the search window.
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10. Check the box next to their name.

11. Click on register button at bottom 
12. Verify they have been added to the list on the right hand side. Note that the Sample Student is the Host, as shown by the asterisk * and the transfer link.
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Here are the steps to take to manage attendance for your group site.

 

1. Login to the Learning Center

2. Go to Administration (left side navigation bar)

3. Click on Training Administration

4. Click on Rosters & Attendance.
5. If it is the same day as the session, it will automatically show up on your list. If it is after the session, click the Inactive radio button and click on the Search button.
6. Click on the NetLink Roster on the right side of the screen
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7. Click on "Edit Student Scores" at the top of the list.
8. Click Y on the column titled Attendance if they attended; otherwise leave the check box blank.
9. Change status to either Complete or No Show. Do not use any other option.
10. Click on update button at bottom of screen once all changes have been made.
11.  Review to ensure that the changes are correct.
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