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CoursesCourses

“Closed” courses 
include courses in 
progress
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Add a CourseAdd a Course
(scheduling a classroom course)(scheduling a classroom course)

Click to schedule a new 
course
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Add Course (Classroom) Step 2 Add Course (Classroom) Step 2 
(continued)(continued)

Select “Print Roster” for use as a sign in sheet
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Add Course (Internet) Step 2 of 2Add Course (Internet) Step 2 of 2

NOTE: Internet/computer 
based course providers who 
mistakenly “Mark Class as 
Complete and Submit Roster” 
must reschedule the course 
(from step 1) in order to add 
new attendees.
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Course Edit (Classroom) Course Edit (Classroom) –– Step 1Step 1
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Course Edit (Classroom) Course Edit (Classroom) –– Step 2Step 2
(Course with Future End Date)(Course with Future End Date)
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Course Edit (Classroom) Course Edit (Classroom) –– Step 2Step 2
(Course Completed/Roster Submittal)(Course Completed/Roster Submittal)



2323

Course Edit Course Edit –– Step 2Step 2
(Course Completed (Course Completed –– ClassroomClassroom (continued))(continued))
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Course Edit (Internet) Course Edit (Internet) –– Step 2Step 2
(Individual Course Completion)(Individual Course Completion)
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Edit Account Step 1Edit Account Step 1

You must click the submit button for 
changes to be accepted/saved
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