
Create New Class Offering Training Guide 

1. To create a new class you need to have an approved provider and class offering to 
associate the class offering to.  
 

2. Select to navigate to the provider section of your external profile.  
 

 

 

3. This will navigate you to the provider page. From there select the Class Offering Tab. 
And then select to Create a New Class Offering.  
 

 
 

4. This will open a Create New Class Offering Screen. You will be prompted to select 
from the list of approved courses which course you would like to create a new class 
offering for. Select one of the courses you would like to use.  
 



 
 

5. Based on the selection the system will populate the course information  
 

 
 

6. You will be prompted to enter the Class Schedule If you select “Shift Friendly” The 
system will update the view to remove the class offering times.  
 

 
 



7. If you unselect “Shift Friendly” the ability to enter day of the week will return  
 

 
 

8. If you would like to add additional schedule slots, select +Add Schedule on below 
the table and that will add another row to enter data into.  
 

 
 

9. If the course is not offered on every day, you remove those dates using the trashcan 
on the right hand side.  
 



 
 

10. Using the Trash Can Icon will remove those rows from the table.  
 

 
 

11. Once you have selected the appropriate information you can select to submit at the 
bottom of the page.  
 

 
 

12. Once you hit submit the status will update to pending approval.  
 



 


