
 
 

QUICK REFERENCE GUIDE 

 

HOW DO I… 
 

• Enroll a new participant? 
 

• Edit a participant’s information? 
 

• View a participant’s course status? 
 

• Retrieve a participant’s completion certificate? 
 

• Generate a report of everyone that has completed the course this month? 
 

• Measure my program? 
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LOGIN 
 

 
CLIENT DASHBOARD 

 

 
 
 
 
 
 
 
 
 
 

 

Login 
 

Use your assigned Username and Password 
to login to your client dashboard. 

 

Username à Docket #/Case #/Citation # 
Password à Last Name 

Enroll New Users       Completion Reports 
                 Search/Edit Users                       Program Analytics 

 

FOUR CLIENT OPTIONS 



 

ENROLL NEW USER 
 

STEP 1: Enter Participant Information 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Case/Citation Number 
 

Add participant case, 
citation or docket number 

First Name   Last Name 
 

Enter participant’s First and 
Last Name 

Court Date 
 

Enter 
participant 
court date 

Participant Email (OPTIONAL) 
 

Adding a participant email will 
auto generate an enrollment 

email to the participant  

Expiration Date 
 

Participant’s access 
will be denied on this 

date  

Parish 
 

Participant’s parish 
*May not be an option for 

all districts  



 

STEP 2: Select Course(s) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Course Price (If Applicable) 
 

Select the price of each course that 
you wish to assign 

Select Course(s) 
 

Check the boxes 
of course(s) you 
wish to assign 

Confirm Selections 
 

Once you have completed assigned 
courses, click ADD PARTICIPANT to 
complete the enrollment process 



 

SEARCH/EDIT USERS 
 

 
 
 
 
 
 
 

Search Results 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

               Citation/Case#                Name                Court Date 
 

Search for Participant By 
 

Submit 
Click SUBMIT 

to Search 



 

Edit Participant Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

View Participant Course Status 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit Participant Information 
 

From Search Results, click EDIT to 
change participant information 

Change Information 
 

Change participant information and 
courses as needed. After you are 

finished click                              
UPDATE PARTICIPANT PROFILE. 

*Note: Citation/Case # cannot be edited. 
Please contact customer support to edit. 

View Current Course Status 
 

Click any assigned course. 

Course Status in Pop Up Window 
 

Enrolled – Assigned, Not started 
In Progress – In progress, Not complete 
Passed – Course exam has been passed 

Fee – Displays PAID, if course fee has been paid  



 

Retrieve Participant Completion Certificate and Receipt 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Course 
 

Click any assigned course 

Copy of Certificate or Receipt 
 

If participant has passed the course AND 
paid their fee, click DOWNLOAD for a 

copy of the completion certificate and/or 
payment receipt. 

 



 

 COMPLETION REPORTS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Course Status 
In progress – Started but not complete 
Passed and Paid – Course and 
payment complete 

Date Range 
Enter report Start 

Date and End Date 

 

Select Course(s) 
Select a Course, Multiple Courses or 

Select All Courses for report 
 
 

Search Report Download Report 

Report Results 



 

PROGRAM ANALYTICS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date Range 
Enter report Start 

Date and End Date 

 

Select Course(s) 
Select a Course, Multiple Courses or 

Select All Courses for course analytics 
 
 

Report Results 

View/Download 
Click to view or 
download each 

report or Download 
All Reports 

Report Results 




