
Initial Course Entry 
 

Initial course entry is as follows: 

Note:  
If you are not an Instructor Coordinator, you will not be allowed to submit for an Initial Course Request. 
 
Once signed into the portal, click on “Manage”. 

 

Click “Add a New Course” 

 

Select a Course Type of “Initial” from the drop-down box 



 

 

 

 

 

 

 

 

 

 

 



Outside instructors should be entered into the Description section.  Example John Doe, MD, Cardiologist  

 

 

 

• Click in the “Start Date” field, enter the date of the course. 

• Click on the “Hours” field, enter the hour, minute and “A” for A.M. or “P” for P.M. 

• Repeat for the “End Date” field and time. 

• College Credit - Yes/No 

o If Yes name of institution 

• Select the “Class Day(s)” 

• Select All documents uploaded. 

o It is Highly recommended you place all documentation into the system for a secure 

record retention. 

▪ Course Schedule 

▪ Instructor Qualifications  

• Once all information is completed click “Save & Continue” 

Note: 
The closing date will be set prior to the approval of the course request.  
 

 
 
 



 
Click “Save & Continue” 
 

 

 

 

You may not Finalize the course submission until you have uploaded a document which should at least 

be your course schedule.  Do so at this time. 



 

 

When you Finalize your course for submission, a confirmation page will appear.  Review the information 

and then “Confirm Course Creation” 

 



Course Attendees will be added at a later date but will follow this process.

 

 

 



Now “Enroll” your students. 

In the dropdown select “Enrolled” then select “Update”

 

Your roster should now look like the following 

 


