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How to Create a Category

Select a role: Agency Administrator
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How to Create a Category

1 - Click the "Administration" tab 
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2 - Click the "Learning Content" link 
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3 - Click the "Categories" link
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4 - Click the "Create Category" button 
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5 - Click the "Course" check box
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6 - Click the "Begin" button 
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7 - Enter the new "Category Name"
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8 - Enter a description here
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9 - HTML is permitted to format how the description will be displayed in the course catalog. Unlimited characters allowed.
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10 - Select a Parent Category for your agency 
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11 - Click the "Next" button 
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12 - Click the "Save" button
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13 - Click the "Close" button
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14 - Click the "Home" tab to return to the main page
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