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	Purpose
	Use this procedure to a course to an Instructor.

	Prerequisites
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] An instructor must be an existing user AND assigned to the Instructor Role.
· Instructor must be assigned to the course before being able to assign to a specific class session.


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

	
Helpful Hints
	For assistance, please contact the Department of Personnel’s LMS Administrator at 360 407-8431 or janetp@dop.wa.gov.




Procedure
	1. 
	[bookmark: _GoBack]Access the following website, http://lms.des.wa.gov/.

	2. 
	Click [image: ] tab.


	3. 
	From the Learning Content menu, select Resources.

	4. 
	Access the desired instructor record from the Instructors tab within the Resource Manager and click Edit.
[image: ]


	5. 
	Click the Assigned Courses tab.
[image: ]


	6. 
	Select the Assigned courses tab then click on the Assign New Course(s) button.
[image: ]


	7. 
	In the Find Course section, select the course(s) that you want to assign to this instructor.  Use the search criteria as necessary.
[image: ]
a) Use the search criteria to narrow the list of courses displayed in the data table.
b) In the Select column, check the box(es) for the course(s) you want to assign to this instructor. If necessary, use the Bucket feature to select names from multiple search screens within the wizard.
c) Click the Next button.


	8. 
	The Confirm Your Decisions screen allows you to double-check your work before you proceed.
[image: ]
Click Previous to make changes before saving; otherwise click Save to continue. Once you save your changes, you will be prompted to choose your next action.
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] Once the Instructor has been assigned to the course, create the Class Session and the Instructor will become an available resource to select from.

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  If your vendor is not found in the list, you will need to create it.  Once created, it can be added a later time.


	9. 
	You have completed this process.
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