
FAQ- Create a Course Request 
 
Tips for Creating a Course Request on the Montana Professional Development Portal 
 
Refer also to the FACILITATOR TO DO LIST for complete instructions on instructor 
responsibilities  
 

TIPS for making course request: 
OVERVIEW- 
Page 1 Course Info 
Pg 2: Criteria 
Pg 3: Limits 
Pg 4: Credit type 
pg 5 Upload file 
pg 6 Web Links 
pg 7 Sessions 

2 step process.... 
Step 1:Location, time, enrollment info 
Step 2:Additional Instructors, equipment (click yellow +) 

pg 8 Registration Info 
 
 
 
1. Log into the Montana Professional Development Portal  (www.pd4montana.com ) 
​ If you don’t yet have an account, please first CREATE AN ACCOUNT.  
2. Click on COURSE REQUEST Tab 

●​ Click on the to add a new course 

TIPS for making course request:   
●​ Once you have created a course- you can then duplicate it by clicking on the  icon.  This saves a 

bunch of time-- all you need to do is change the information that has changed.  
●​ Fields marked with a  are required. 

●​ Click on  in top right corner of each page for more detailed instructions.  
●​ If you aren’t sure what to put in a field- do you best, the course will be reviewed before it is 

posted. and you will be contacted if there are questions.  
●​ Note- if for some reason you get an error message- First click on Course Request  and see if the 

course is there... it will probably say PENDING because you have not finished the process.  Click on the 

https://docs.google.com/document/d/1PErpNL3PDq8fCSyOKB8ptQESLLug-4dBcsKT0kkVDlg/edit
https://docs.google.com/document/d/1Nro2hlQ9f9SKgA3-aArm7nx1xWK298gB7Vx1uyyTi3w/edit
http://www.p4montana.com
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pencil  to open the course-- then use the arrows at the bottom of the page to go back to the page 
you ended on.   (Do not create another course-- if in doubt email Nancy and let her know the name of 
the course and ID# if possible and let her know what happened! )  

●​ All course info is found on the Course Info page which can be accessed by clicking on the Printer icon... 
on the Course Registration page. 

OVERVIEW-  
There are 7 pages to  complete- not all are required.  

●​ Pg 1- course info- basic course info 
●​ Pg 2- Criteria- choose criteria used to search for information about a course. 
●​ Pg 3- Limits-  use this page if you want to limit your course to a specific location  (ie school) or group.  

The Register button will only be available for those from that location or group.  
●​ Pg 4- Credit-  identify credit types that are available.  Courses posted on this website are eligible for 

OPI renewal credit through Western MT CSPD 
●​ pg 5- Course materials (optional)- instructors can upload materials to the website and those can be 

accessed by participants on the Course Detail (printer icon next to the title of the course on Course 
Registration page 

●​ pg 6- Course links (optional)  instructors can enter weblinks which will be available on the COURSE 
DETAIL/ INFO page 

●​ pg 7 Sessions-- specific information about location, time,  
○​ Click on the yellow plus to add information about additional instructors, as well as AV 

equipment needed 
●​ pg 8  Registration -  types of registration and costs if a registration fee is charged. Also types of 

payment that are available.  
●​ (As noted above-  once you have posted your first course-- it can be duplicated and much of the work is 

already there- only have to change the information that is different... so be patient the first time as you 
post your first course...)  

 

 



Page 1 Course Info 

 
1.​ Course request type-  choose from Single Session or Multiple Sessions- Use multiple 

sessions if participants can choose which sessions they want to attend.   
2.​ Category type - for more details about category type (Strand)   click here 
3.​ Course title-  If your course is only being offered at a specific location- please add to title 

using this format:  MCPS: Cold Springs- Title of Course... 
4.​ Site: You will be identifying where the training will be taking place-- by choosing what Region, 

then what District/Organization and then Location  (ie Region 5- Arlee School District-- Arlee 
Elementary) 

○​ Site:Region If you are not sure what region you are in- click here -Regions Map 
TIP: Once you choose the region, you will need to wait a few seconds as the website loads all the 
Districts and Organizations for that region.   

●​ Site: District/ Organization- This would be the name of the district or organization 
(again, depending on the number of locations, this may take some time to load)  

●​ Site: Location - For School districts- this will list all the schools/ buildings that are in 
that district.  For other organizations (ie Wingate Hotel)- The District/ Organization and 
Location will be the same) 

TIP: If you don’t see your Organization or Location on the drop down list-- choose *Not Listed and 
email admin@wmcspd.org  with the name, address and phone number of the location so it can be 
added to the database.  
 

5.​ Sponsor  Choose from drop-down list-- if the sponsor is not there, email admin@wmcspd.org 

http://www.wmcspd.org/programs
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to have it added to the list 
6.​ Prerequisite-    List any prerequisites that are needed for this course, if there are none- leave 

it blank 
7.​ Course description  Keep in short but include the content of the course. 
8.​ Start and End Date 
9.​ Registration Closing Date-    This is the LAST date that participants can register.  Typically 

we leave the closing date open up to a week after the last day of the course- however, if you 
want to close registration (the course will no longer be available to register after that date) 
then you can use a different date. 

 
10.​Authorizing Administrator -  this is the person who will be paying for the course 
11.​Requestor   -  you!  who is requesting the course (once it is approved, this person gets an 

email that it is approved and can email others to go register) 
TIP:  This field has to draw from the entire database of users on this site- so it takes a little time to 
load... 

12.​Course facilitator-  this is the person who will assist the instructor  and also has access to the 
course rosters and course information for this class.  If the name of the facilitator is not listed 
on the drop down menu- please contact Nancy Marks at nancymarks@wmcspd.org to have 
that role added. 

13.​ Evaluation Level-  For specific detailed information about -Evaluation levels- click here  
14.​Course Objectives -  What participants are expected to know and be able to do when they 

finish this course.  3 objectives are required.  For Levels 2-4 trainings participants will be 
asked to evaluate if these objectives were met.  Objectives should be written in measurable 
terms  ie:  

https://docs.google.com/open?id=0B6tKBZfAQutcMzkyZWVjMTQtNjBiMS00ODYyLWIyYmUtMzBkNzYzMWYzNzBh


15.​OPI Code- Type of training for OPI renewal purposes.  List is alphabetical.  
16.​Repeated Course  Check if this course is a repeat of a previous course offered 
17.​Additional Registration This box would be checked if participants need to go to another 

website to register or get more information about the course (ie course content is on a moodle 
site or a different website)  

18.​Recertification Required-  check if recertification is required for this courses (ie Mandt, First 
Aid) and add the date for recertification 

 

Pg 2: Criteria 

Pg 3: Limits 
●​ Use this page if you want to limit your course to a specific location  (ie school) or group.  The 

Register button will only be available for those from that location or group.  
●​ If it is open to the public- go on to page 3.  
●​ Limit to Location= Select Location radio button-- then  Region--then District/Organization.. 

(wait to load). then choose the Location (building or buildings) that can attend this course.  

 

Pg 4: Credit type 
●​ Choose credit type(s) 
●​ Credits is based on number of hours 
●​ Be sure to click SAVE!! 



 
 

pg 5 Upload file 
●​ Upload files -- these links will show up on the Course Info (Detail) page--  

●​ click on  for more detailed directions.  
 
 

pg 6 Web Links 
●​ add links to websites  these links will show up on the Course Info (Detail) page-- 

 

 

 



pg 7 Sessions 

2 step process....  

Step 1:Location, time, enrollment info 

 
 

●​ Step 2:Additional Instructors, equipment (click yellow +)  
○​ If there is more than one instructor- you can add that person here. 

○​ Choose equipment needed for the workshop 



 

pg 8 Registration Info 

 
 



NEXT STEPS 
Congrats... You have entered a course request. 
 
Send an email to admin@wmcspd.org and tell Nancy you have created a course and would like to 
have it reviewed.  You will receive an email when it is approved. so you can let folks know to go and 
register!   (or you can invite or register participants yourself by going to the  
Instructor Tools-  Invite/register/cancel.. 

mailto:admin@wmcspd.org
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