
This tutorial picks up where the bulk course purchase process tutorial leaves off. After you 
submit your order, you will receive an order confirmation similar to this one. You will also 
receive an email containing instructions on how to distribute your online courses. That 
email is highlighted in the next slide.

1



This shows how the order confirmation and the course distribution emails appear in your 
inbox (yours may look different than this). To distribute your courses, open the email 
“Distribute Digital Products (Do Not Reply).“ 
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This screens shows the content of the email. Click the “Click here” text link to access your 
course inventory. Note: Keep this email. You’ll need to refer to it each time you want to 
assign a course (assuming you don’t assign all courses at the same time). 
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This screens shows your course inventory. The cheer course is listed first in this example. 
Scroll to view the football course inventory.  
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This screens shows your football course inventory. 
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To assign a course, enter the email address of the coach(es) and click the “Distribute Digital 
Products” button.
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This screen will appear after clicking on the “Distribute Digital Products” button. Click the 
“Continue distributing digital product” link if you’d like to assign more courses.
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Your inventory indicates the number of courses purchased originally, the number of courses 
distributed, and the email address(es) of those who have been assigned courses. Continue 
assigning courses in this same manner until all have been assigned.  
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As the assignor of the course, you receive a copy of the email that was sent to the coach. 
Your coaches will follow these instructions to access their courses.   
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If you were to lose your “Distributing Your Digital Products” email (shown here), the 
following screens show you how to access your course inventory from the website. 
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From the home page, click on the “My Account” link in the top banner. 

11



Sign in using the email address and password you used when you purchased the courses. 
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This is what the “My Account” page looks like. From here, click the corresponding order 
number found under your “Order History.”  
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This page itemizes the products you purchased under the order number. From here, click 
on the “Distribute Digital Products” text link. 
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You’re now back on your course inventory page. From here, you can distribute courses to 
coaches by entering email address(es) and clicking the “Distribute Digital Products” button. 
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