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[image: ][image: ]Start by entering your username and password.
Read the statement and click I acknowledge to gain access to the system.

[image: ][image: ][image: ][image: ][image: ][image: ]Click on Academy Class.
Click on Create Class
Input the start and end date for the class. When completed  click on save.
Click on enrollment.
Select the desired cadets and click the add button to enroll them into the class. 
*Note: You can add more than one at a time
You can now see the selected cadets in the attending students section. Click on close.

[image: ]After the cadet has completed training, click on Enter Grades.




[image: ]Click on the box under the grades section to input grades.

[bookmark: _GoBack]Note: The next five pages show the hours attended that need to be completed.[image: ][image: ][image: ][image: ] [image: ][image: ][image: ][image: ]When all hours have been input into the test boxes, click on next tab.
The academic Grade sheet, Final Physical Fitness Evaluation and Basic Firearms Qualifications all need to be completed.
When all information has been input click on submit.
Click on confirm submission.
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