
This tutorial takes you through the process of distributing the courses you purchased 
in bulk to your coaches. It also gives you the steps your coaches go through to access 
their courses after you’ve assigned them. This bulk course purchase and distribution 
feature is designed primarily for youth sport organizations that cover the cost of 
coach training. 
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After making your purchase, you’ll receive three emails from Human Kinetics Coach 
Education. The first is to confirm your customer account on the website. The second 
is the order confirmation. The third contains instructions for distributing your courses. 
Open the “distribute online courses” email. 
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From the email, click on text link “Distribute your online courses.” We highly 
recommend you keep this email as you’ll refer to it for distributing courses in the 
future (if you don’t distribute them all at once). 

If you happen to delete or otherwise lose the email, you can still access your 
inventory through the website. See slides 23-28 of this tutorial for steps for accessing 
your course inventory through the website.
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For this example, we purchased 10 Coaching Youth Cheerleading courses which 
appear in inventory. From this screen, copy and paste the email addresses of your 
coaches into the fields and click “distribute course” button.
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Example of two email addresses entered (you don’t have to distribute all courses at 
the same time).
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Click “distribute course” button.
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This is the email that the coach receives. As the administrator, you will receive a copy 
of this email as well.
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Confirmation of emails sent to coaches. 
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Back at your inventory screen, notice that it indicates how many courses have been 
assigned and to whom.  
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From the email, the coach copies the temporary password and clicks the “access your 
online course” text link. 
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Copy temporary password. 
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The coach is taken to this website to access the course.
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Under “sign in here if previously registered,” the coach signs in using the same 
address used to assign the course and pastes in the temporary password. 
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Click the text link “click here” from this page to complete site registration.
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Complete the information on this screen and click “finish” button. 

15



Sample completed form. 
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Complete second page of the form and click “finish.” 
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Sample completed form. 
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Click on “continue” button.
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Back at the home page, click on the “access/continue my course” text link under 
“coaches and students.”
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From this screen, click the course text link to access the course. 
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This is the opening page of the course. 
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You can also access your course inventory anytime through the website. From the 
home page, click on the “log in” text link at the top of the page. 
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Enter your email and password (that you used to make your initial purchase) and click 
the “sign in” button.  
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From the top banner, click the “my account” text link.  
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From the “my account” page, click the order number found under “order history.”
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From this screen, click the “distribute online courses” text link. 
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We’re now back at the inventory page. 
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