How to Schedule an Event
Scheduling an event is the second step to complete to have your training approved
and listed on the Growing Futures online Training Calendar.

Step 1:
Create a
Course

Step 2:
Schedule
Your
Events

NOTE: Before you can schedule your event, the course must first be approved. Please visit
www.ndgrowingfutures.org to learn more about the approval process.

Follow these steps to schedule an event:
1. Go to www.ndgrowingfutures.org and click

on “Login” in the search bar at the top of the
page

2. Login to your individual (approved trainer) or organization
account.

3. In the left side blue boxes, click on “Training Entry”

Then, click on the “Courses” tab.
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SELECT COURSE
You’ll see a list of your courses. In the
course list, you’ll see that the course is
approved and you’ll notice a colored circle
to the right of the course that tells you if
any events have been scheduled for this
course.
Click on the course that you want to
schedule.
The details of your course will open.
Click “Schedule Event.”

TRAINER AND SPONSOR
A. Ignore “Select Funder.”
B. For Career Pathways training, the trainer(s)
who have been approved to deliver the course
will be listed.
C. For Registered training, click “Add Trainer.”
(more details below)*
D. Select the training language.

E. If you are signed in as a trainer, you will be
asked to search for and select the training
sponsor organization.
F. Click “Next.”
*ADD A TRAINER:
Click to add a trainer. Indicate if the trainer is approved or not. If YES, enter the name or
Trainer ID# to find them, and then click on their name from the list.
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If the trainer is NOT approved, click NO, then enter
the trainer’s name, the organization they work for,
and briefly describe their professional
qualifications to present the training.
Be sure to click “Add Trainer.”

ASSESSMENTS AND DELIVERY
METHODS
Indicate how attendees will demonstrate that
they have understood the course concepts.

Then indicate the methods that will be used to
deliver the event.

SCHEDULE DATE / TIME / LOCATION
A. Indicate if the event will conducted in
person or using a distance format.
B. Give the name of the building where the
event is being held.
C. When you enter the zip code, the city and
county will fill in automatically.
D. Indicate if the event include multiple
sessions. NOTE: Remember that
participants must attend the all sessions to
receive credit.
E. Enter the beginning and end dates, and the
beginning and end times.
F. You can add any additional information.
G. Click “Next.”
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REGISTRATION INFORMATION
Provide information about registration and fees.
If you want the event to appear on the online
Training Calendar, be sure to check “Yes” to
show the event in public search results.
Update your contact information if there have
been any changes.
You’re done! Click “Submit Event.”

SUCCESS!! Your event has been submitted
and will be reviewed by Registry staff. Click
“Finished.”

If a trainer was attached to this course, Registry
staff will review the trainer’s qualifications to
deliver this course content and trainer tier. Once
the course and trainer have been approved,
events may be scheduled for this course at any
time without going through the approval process.
If trainers have not been added to this course,
when you schedule your event, you will be asked
to identify trainers and the Registry will review
their qualifications at that time.
Once your course has been reviewed and
approved, you will receive an email at the email
address you provided for this course. Be sure to
check your Junk and Spam folders!
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