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Create a Course
Select a role: Agency Administrator or Course Author

[image: image1.png]N Logged in as: Tery Sprnger | Roke: [ [7]]  Add Shorkut | Hame  Log OF

(4 TRAINING

WASHINGTON STATE.

Home | My Cowses || Hitory || FAQ || Help | ContactUs | Adminisraton || Reporting

Main Landing Page
Lets Get Started

Courses

Approvals
Vil v






Create a Course
1 - Click the "Administration" tab 

[image: image2.png]Main Landing Page
Let's Gat Started

Management System
Sandbox!

Courses

My Courses

My Requests

Approvals Featured Transcript





2 - Click the “Learning Content” link
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3 - Click the "Courses" link
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4 - Click the "Create Course" button 
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5 - Select "Instructor Led" from the “Choose Course Type” drop-down menu
[image: image6.png]Home | My Couses || History || FAQ || Hep || Conacts || Administration | Reporing

User Manager

Learning
Content

Leaming Content

Home
Resources
Vendor
Catalog
Courses.
Categories
Reasons

Catalog Access
Codes

Create Course Wizard

'Create Course

Instructions.

Use this wizard to easiy and quickly reate a o
‘Codes and Prerequisites, apply catalog sefting
choose a prerequist sefting and ciick | Begin|

* Requred Fiold.
—
©Yes @0 [Seiectan option from the dropdown st

Cancal Beginb

Select the "Instructor Led" list item

*Choose Course Type:

*Course Requires
Prerequisite:





6 - Click the "Begin" button 
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7 - Enter the Course Name 
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8 - The Course Name must begin with an agency destination 
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9 - Enter Course Description 
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10 - HTML is permitted to format how the description will be displayed.
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11 – Note: Training Objectives do not appear in catalog 
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12 - Enter expert's name 

[image: image13.png]ot

s ~ Details

Catalog
Courses.
Categories
Reasons
Catalog Access
Codes

Tosts and
Surveys

Course
Cortiicates

*Course Name:

Description:

Training Objectives:

‘Subject Matter Expert.
Delivery Type:

[This is the description for this course as you
|wantitto appear in the course catalog and
reports.

Instructor Led




13 - Enter the Catalog Course Code 
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14 - The Course Code must begin with an agency designation. 
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15 - Enter cost to learner 

[image: image16.png]Reasons o
Catalog Access
o Training Objectives: (Training Objeciives do not appear in the
Tests and Catalog

Surveys

course
Cortiicates

Loaring Sutfctater Epan

s Delivery Type: Instructor Led

Resource Center
Manager

Approval
Manager
Applcation
Manager





16 - Select "Yes" from the “Course Requires Approval” drop-down menu
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17 - Select "Yes" from the “DES Training” drop-down menu
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18 - Click the "Next" button
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19 - Click the “yes” radio button
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20 - Click the "Next" button 
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21 - Click the “Select from existing vendors in system” radio button
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22 - Select a vendor from the list 
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23 - Click the "Next" button 
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24 - Assign catalog action codes from list
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25 - Click the "Add" button 
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26 - Click the "Next" button 
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27 - Select the categories to assign to this list 
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28 - Click the "Next" button
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29 - Confirm the information is correct
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30 – If the information appears correct click the "Save" button 
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31 - Click the "Home" tab to return to the main page 
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