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	Lethal Weapons School
Act 235 Class Creation, Enrollment & Grade Entry



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

[image: ]Click on School Class



There are 4 sections for creating a class, enrolling applicants in the class, entering class grades and paying the certification fee.  Please use the below links to be directed to the page. (note use CTRL + click to follow the link)

Creating a Class
Enroll Applicant in Class
Entering Class Grades
Pay Certifcation Fee












[bookmark: _Creating_a_Class]Creating a Class[image: ][image: ]Click on Create Class +
Input a start date, end date, type of 235 course (basic or renewal), mark the class as active and put in the instructors for the class. Once all the boxes are completed click save.



[bookmark: _Enroll_Applicant_in] Enroll Applicant in Class[image: ][image: ]Click on Enrollment
Search for applicant by name and date of birth then click search.

[image: ][image: ]Select applicant you wish to enroll and then click enroll.
Click close window

[bookmark: _Entering_Class_Grades] Entering Class GradesClick on grades

[image: ]
[image: ][image: ][image: ][image: ] Input the academic and firearm grades as well as make, model and caliber of the firearm. 
When all information is entered click on submit.

Click on confirm submission.
After clicking confirm submission you will get this notification. Click ok



[bookmark: _Pay_Certifcation_Fee]Pay Certifcation Fee[image: ][image: ][image: ][image: ]Click on certification fee
Select students you wish to pay certification 
After clicking pay now you will get this notification. Click ok.
This screen will open. The amount is auto populated. Click on pay now.

[image: ]After clicking on pay now you need to enter a valid credit card with:
NAME
CREDIT CARD NUMBER
EXPIRATION DATE
If email does not auto populate then enter a valid email address for your receipt to be sent to you.

[image: ]After everything is filled in click on pay with your credit card.

[image: ][image: ]When payment is successful click on close to return to the previous screen.

Payment complete should say yes, if not click on refresh. When all done click on close window.
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