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	Purpose
	Use this procedure to add courses to a category.  

	Prerequisites
	· Must be assigned the Agency Administrator role


	Website Address
	· http://lms.des.wa.gov/ 

	
Helpful Hints
	You may add more than one course at a time.





Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/.

	2. 
	Click the Administration tab.

	3. 
	From the Learning Content menu, select Categories.

	4. 
	Search for and/or locate the category you would like to edit in the Search box.
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	5. 
	Once located, select the category record and click Edit.

	6. 
	Click on the Assigned Courses tab

	7. 
	Click on the Assign New Course(s) button to begin adding courses to this category.

	8. 
	Search for and/or locate the course(s) you would like to add.  
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] Tip!  You may select more than one course record at a time.  Use the [image: ] function to keep the courses selected.

	9. 
	Once all courses have been selected, click the Next buton.

	10. 
	Click the Save button.
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	11. 
	[bookmark: _GoBack]You have completed this process.
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To manage a record, select the desired item and take the appropriate action.
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Notice: More Courses Assigned Successfully

The following courses are assigned to the Category "City of Olympi
® OLY Asbestos Cement Pipe
* OLY Boom Truck
» OLY Confined Space Entry
® OLY First Aid ILT Platter 4/4/2014
® OLY First Aid Platter 4/4/2014
® OLY First Aid, CPR, Defibrillator
« OLY Flagger Certification
» OLY Hearing Protection
» OLY Supervisor SMS Training
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