




STEP 5: The New Course page appears. Complete the necessary fields.  

A. Course Image: (Optional) Click the Choose File button to upload an image from the 
computer. Alternately, once the course creation is completed the LMS will atomically 
generate an image based on the course type.

B. Course Title: Each course title should begin with the agency’s Domain name, followed by 
the subject matter. Example: – DIMS Training. 

C. Course ID: The system will automatically generate a number. The ATC may add their 
agency’s Domain name to the beginning of that number in accordance with our Naming 
Convention Policy.

D. Domain: Type the first three letters of your agency’s Domain name. Then click the search 
icon. When the domain name appears select it to populate the field. 

E. Abstract: (Optional) The abstract is comprised of the course objectives or topic areas and 
the required materials.

F. Description: By default, the maximum size of this field is set to 2000 characters. 
Descriptions may be entered on the course and class levels. Learners will see both the 
course and class description if it is entered on both levels.

Do not change the following fields: Create Group, Is sensitive, Hide Score, show Web 2.0 
functions, Show custom fields during registration, show custom fields during cancellation, Hide 
Classmates, Target Days. 
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Pricing Information
G. Currency: There should not be any cost with the courses you are creating so, do not edit 

this field. Leave the price at $0.00.
Availability Information

H. Availability From: Enter the date the course is available in the system for registration. 
The LMS automatically populates the Available From date. It may be changed manually 
to another, future date.

I. Discontinued From: Enter the date the course is no longer available for registration.

J. Display for Registrar’s Desk: Check this box. This box should always be checked.  This 
function allows the Administrator to view the course and register learners.

K. Display in Learning Catalog: Check this box when you are ready to display the course in 
the catalog for learners’ registration. 

L. Min Count: Minimum number needed to register for the course to occur when it is an in-
person course. 

         Max Count: Maximum number of staff permitted to register for the course it is an in 
person course. 

Waitlist Max (Optional): Maximum number of staff permitted to be added to the waitlist 
for the course when it is an in-person course. 

This information can be added when creating Instructor‐led classes and is not required 
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