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Step 1:  Click on My Responsibilities 

 

Step 2:  Click on Search & Create Content on the Manage Content Quick link 

 

Step 3:  Choose Classroom Course in the Create Courses & Content Quick link, then click Go 
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Step 4:  Populate all the illustrated fields below and then click Create. 

 

 

Step 5:  Click Edit adjacent to Course Information 
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Step 6:  Type in Course Number, Click on the drown-down menu adjacent to Course Provide and choose 

the appropriate course provider, type in Duration (Hours) and then click save. 

 

Step 7:  Click on the edit box adjacent to categories 

 

Step 8:  If applicable click on the box adjacent to the desired category and click save 

Step 9:  Click on the edit box adjacent to Content Sharing 

 

Step 10:  Click Search 
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Step 11:  Type in social services external in the Search Text and Choose Not Shared form the drop-down 

menu in the Show field, then click Filter twice 

 

Step 12:  Click on the circle below Visible Required and then click Save 

 

Step 13:  Click on the Manage box adjacent to Surveys 

 

Step 14:  Click on Assign Surveys 
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Step 15:  Type in VDSS in the Search for box and click search 

 

Step 16:  Click on the box adjacent to VDSS Training Evaluation and click Save 
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