Create New Course Training Guide

1. To create a new course, login as an approved provider and navigate to the provider
using the left had navigation window.
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2. This will open the provider view for the user that has logged in. Navigate to the
courses tab on the top. This will display any courses this provider has submitted. To
create a new course select the create new course button.
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3. Onceyou select to create a new course, you will be asked to select whether the
course is Fire Services or Fire Prevention. For this first scenario select Fire Services
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4. Once you have selected Fire Services the system will display the fields that are
specific to Fire Services
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5. Once you start to entering the course information you will see the ability to select
that the course has books associated with it. When you select “This course has



books?” the system will display a list of books to select to identify and associate
with the course. (The list of books will be built out and covered in a future session)
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6. You will also be prompted to select if the course has “Course Prerequisites”. Which
if you select will display a list to select any course that are prerequisites to this
course. To select a prerequisite course you select in the field, you can either start
typing or hit down to your keyboard to see the list of courses.
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7. Oneyou have entered all of the required fields you can submit the course by hitting
submit on the bottom right corner.
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8. Onceyou select to create a new course, you will be asked to select whether the
course is Fire Services or Fire Prevention. For this first scenario select Fire
Prevention Equipment
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9. Once you have selected Fire Services the system will display the fields that are
specific to Fire Services
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the appropriate drop downs.
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10. In order to identify the CEUs required select “+Add CE Hours” You then complete
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11. To attach an instructor resume select the paper clip on the top right hand corner,
and then select instructor resume attached.
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12. To submit you select the Submit on the bottom right
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