Manager- How to register students via the GHC Training Portal

Login to the GHC Training Portal.

On the home page on the top right once logged in you should see ghc911training Site in the top left.
Click on that title.
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This will take you the back end of the site to register other students, besides yourself for courses.
The page should look similar to this. However, the colors may vary.

Hover over the tree icon and click on the student’s option.
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Once you click students it will take you to a page where you have a search students feature near the top

left.
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Click the box next to the students you wish to register. Check the box and click the Select Bulk Actions
drop down to choose to add to course.

@& ghc91ltraining Site @8 0 == New G Events e Forms

Screen Options ¥

&
| WordPress 6.7.1 is available! Please notify the site administrator.
-
(] Students Guide To Student Management (5
r I & Switch back to Mindi Bartee. €3
o @bellaire } Search Students
R Select Bulk Actions I 15 items
Select Bulk Actions .
o Filter
Add to Course
Enrolled Courses Last Activity
Remove from Course
Reset Progress vellairepolice.gov Aware Online Map Training V2. November 2,
2023
Add to Group
ellairepolice.com 9-1-1 Command Central Applications May 15, 2024 .
Remnve from Gronin v (January 8, 2024 08:30 AM - 02:30 PM) )
(] Michael mmclin@bellairepolice.com 9-1-1 Command Central Applications January 24, .
McLin (January 14, 2024 08:30 AM - 02:30 PM) 2024 '
(] Robby rmartinez@bellairepolice.com  N/A November 25,
Martinez 2021
(] Mary mbledsoe@bellairepolice.com  N/A January 24,
-] PO D INIA *

After choosing the add to course option the select action button located next to the drop down will
open up. Click the Select action button.
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You then have successfully added the students to the course.

If you need to pay for the course, send an email to training@911.org to request one. Please include all
students you wish to pay for and the course title. GHC will create one and you will be able to see it from
your Account page on the home page onced loged in.
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Click “My Account” then choose orders. This will display all invoices you have open or closed.
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From your account dashboard you can view your recent orders, manage your shipping and billing addresses, and edit your
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