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STEP 1

Click on Accreditation
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STEP 2

Click on Courses
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STEP 3
Click on Add Course
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STEP 4

Type your Course name
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STEP 5
Click on Select a Course Type or add a new course type.
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STEP 6
Click on Add New Course Type
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STEP 7
Type the course type
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STEP 8

Click on Save
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STEP 9

Select your course type.

m = 0 Crescerance Admin ~
Select Course Type
. . & Home
*; MyArea > Type to filter.. Q
Courses @ civics & My Display v
=2 Relationships >
O Board Orientation
£ Communication > .
e O Whole Board Trainin:
o] G 9 ge[1/1] of 6 Records ¢ » YT £
& Library > O Ethies
O Finance
$§ Revenue > ° A Allionn §Select Instructor(s)
L
/. Legislation > Add New Course Type
& Events > Civics o
@ Instructor(s)
B Accreditation ~
& 1] Credit
Hours
¥ Awards
Tag(s): | +
™ Courses
@ Classes Close m
Q venues Credit
Favorites Search Courses Q | Course Type H Instructors  Cla
lours
! Rooms

& Engagifii

6 of 12



STEP 10

If your course has credits, enter here.
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STEP 11

Click on Select Instructor(s)
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STEP 12
Select or Add New Instructor.
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Click on Save
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STEP 14

Select the course you just added.
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STEP 15
Click on Edit
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STEP 16

Add your course description
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present and contribute positively to the community.

This class focuses on the individual's active involvement in community-related activities and
events. It assesses their dedication to enhancing the well-being of the community by
participating in initiatives, volunteering for local causes, and actively engaging with community
members. This class measures the extent to which the individual takes the initiative to be
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STEP 17
Click on Select Contact and add.
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STEP 18

Click on Save
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