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Create a class, register Members, print
class documents, and close a class.

1 Click "Admin"

2 Select the course you would like to create a class for.
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3 Select the class Start Date Calendar.

4 Select class start date.

5 Select the Class End Date Calendar.
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6 Select the class end date.

7 Click this dropdown to select Instructor.

8 Check the box for all class days you need.
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9 Click Add New Class Date.

10 Click on the class date.

11 Click "Register Members"
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12 Click the box next to each member you would like to register.

13 Click Save changes to the register.

14 Click the box to select the dates members attended the class.
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15 Click Save changes to the register.

16 Click the class day to print the sign-in and attendance sheets for each day.
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17 Click here to print the sign-in and attendance sheets.

18 Click "Course/Class Documents"
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19 Click "Click here to add new docs for this class."

20 Click this dropdown and select ***Official*** Sign-In Sheet

21 Click choose file to upload the sign-in sheets.
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22 Click Submit.

23 Click "Refresh"

24 Click "*** Official *** Sign-in Sheet" to view the sign-in sheet uploaded correctly.
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25 Click "Attendance and Close Out"

26 Click "Close Out This Class"

27 Click the box for all members or for each member who passed and attended all
days. Enter a grade if scoring is required or desired.
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28 Click Close This Class.


