
    Creating a New Course and Section in the New PL Platform 

 

 

1. Everything is under the Professional Learning tab 
2. Create a course using the BUILD function 
3. Click Build Course/Section 
 
1. Select Instructor Led Course 

2. Click Continue 
 

 
 
 

1. Enter your Course Name [REQUIRED] 
2. Select your Office in the Drop Down 
3. Select Course Provider – i.e Do you 

want a Schoology with these sections? 
4. Click Create 

 

 

 

 
Enter your Credit Area Details [REQUIRED] 

 
1. Number of Hours for each section of this Course 
2. Act 48/ other Credit 

 
Select if particapants can take multiple sections of 
your course – this is a YES for principals creating 
school-based ½ day PD sessions 

 
 

Click Submit Course 

 
1. Under Course Details you will see that 

you have zero sections 
2. Click Add Section 

 

 



 

 
 
 

1. Enter Your Section Title [REQUIRED] 
2. Enter Contact Person [REQUIRED] 
 
 
 
 
3. Click Add Instructors 

a. Best Practice is to make yourself an instructor 
b. Add any other instructors as needed 

 

 

 

 
1. Enter Maximum Number of Participants [REQUIRED] 
2. Enter Release to Catalog Date [REQUIRED] 

 
NOTE – this is NOT the same a Registration Date. You 
can set Start and End dates for registration – the 
Release to Catalog is a new requirement that really 
doesn’t apply to us – and has functionality more suited 
to post-secondary institutions. 

Click Once a Day or Twice a Day for Attendance – recall 
that the Twice a Day option is typically used for full day 
PD sessions. 

1. Under Class Times – enter start and 
end dates for the section [REQUIRED] 

2. Click Add Class Times as needed 
NOTE – the Default Date under Class 

Times is TODAY – you will need to edit 
that Date and Time 
 
3. Click Release Section  

 
If you missed a Required Field – you will 

get a pop up error with a to-do list 

 
See your results: 

1. Under Professional Learning Tab 
2. Click Manage to see your Course 

 

See your results: 
1. Under Professional Learning Tab 
2. Click Instruct to see your Section 

 

 


