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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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Distribute Courses
Order #1064 Online Courses
Coaching Youth Cheerleading Online Course-PDF

ased: 10,
uted: 0.

How to distribute course(s)

Number of copies

Number of copies

the Email Addresses that you enter with instructions of how to access the course.

Email Address:

Emait Adcrss: \
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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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Distribute Courses
Order #1064 Online Courses

Coaching Youth Cheerleading Online Course-PDF

Number of copies purchased: 10.

Number of copies distributed: 0.

How to distribute course(s)

- Entert il Address(es) of the person that you want to give the course to.

e Courses

istri

send an emall to the Email Addresses that you enter with instructions of how to access the course.

Email Address:

marka@hkusa.com

Email Address:

fenniferm@nkusa.con

Email Address:

Email Address:

Email Address:

H O Type here to search

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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Distribute Courses
Order #1064 Online Courses

Coaching Youth Cheerleading Online Course-PDF

Number of copies purchased: 10

Number of copies distributed: 2.
Distributed Courses:

1. marka@nhkusa.com - distributed on 7/26/2019

2 (@Nkusa.com - distributed on 7/26/2019

How to distribute course(s)

« Enter the Email Address(es) of the person that you want to give the course fo,
« Click Distribute Courses
« We will send an email to the Email Addresses that you enter with instructions of how to access the course.

Email Address:

H O Type here to search

Back at your inventory screen, notice that it indicates how many courses have been
assigned and to whom.



Compose

Inbox
Starred
snoozed
sent

Drafts

«cmvexn |+

More

®) Geoge
-

20 %

H O Type here to search

ok B Infokinetics

Human Kinetics Coach Education - Online Course Access lex x

no-reply@hkusa.com
to me, joan.beverly34 ~

« Reply

@ Replyal

» Forward

"‘ HUMAN KINETICS
@V Coach Education Center

Accessing Your Online Course

oan Beverly h

J ased Coaching Youth Cheerleading Online
Course-PDF fg

&
2]
o
+

From the email, the coach copies the temporary password and clicks the “access your

online course” text link.
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Accessing Your Online Course
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Joan Beverly has purchased Coaching Youth Cheerleading Online

Course-PDF for y

1. Signin to

« Reply & Replyal » Forward

Copy temporary password.
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YouTH SCHOLASTICICLUB COLLEGE/UNIVERSITY INTERNATIONA
Courses [ Products [ Registry | services and Information
Youtn Leve
e Welom t the signin page

« I you're a first-time purchaser or visitor to the site and have yet o create an account with us. cick the
Colegerunversty Level Register tab under the "New users please register” area below You'l be asked o complete a shart ste-
regisiration form

I you already have an account with us, just sign in beloy
purchased, rerieve your Human Kinet
Cpises; completion, get your test

International

access an online course youve already
< Coach Educaion course transcript, prnt a ce
s, or make anoiner purchase

fcate of course

+ I you purchased an online course via phone or fax or f you were assigned a course by an
Bk administrator, and you want to access the course for the firt tme;
Registry o 1 you already have an account just sign in below Ifnot, click the Register tab under the “New
e —— users please register” area below and complete the short form,

o After signing in or registering, you will be asked fo enter your key code for the course. The key code
e s & unique actvaton code that "unlocks" your course. The code appears on the letter you received

ith your course materials. O, if you were assigned the course, your adminisrator provided you
h a key code. After you enter your key code, you can thiow it away; you won' need it again

Sign in here if you have

New users, please
previously registered register

The coach is taken to this website to access the course.
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SCHOLASTIC/CLUB

COLLEGE/UNIVERSITY

sign In / Contact Us

INTERNATION.

Courses [ Products [ Registry | services and Information

Youth Level
Welcome o the sign-in page.
‘ScholasticiClub Level
« I you're a first-time purchaser or visitor to the site and have yet o create an account with us. cick the
Register ab under it

Colegerunversty Level the "New users piease register” area below You'l be asked o complete a shar

egistration
Intemational « I you already have an account with us, justsign n belowto access an online course you've already
hased, retrieve your Human Kinefics Coach Education course transcript, print a certficate of course
Courses completon, get your test result, or make anoter purchase.
+ It you purchased an online course via phone or fax or if you were assigned a course by an
Products administrator, and you want fo access the course for e firsttme:
Registry o Ifyou alteady have an account, justsign n below Ifnot. ciick the Registe tab under the “New

n
users please register” area below and complete the short form,

or registering. you will bs asked to enter your key code for the course. The key code.
code that"uniocks" your course. The code appears on the lefter you received
ith your course materials. O, if you were assigned the course, your adminisrator provided you

‘Services and Information

Contact Us e

h 3 key code. After you enter your key code, you can throw it away; you von' need it agan
Sign in here i you have New users, please
previously registered register

lgeorge emmit31 @gmailc

H O Type here to search

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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YOUTH SCHOLASTIC/CLUB COLLEGE/UNIVERSITY INTERNATION.

Courses [ Products [ Registry | services and Information

International

We'e sorry Before you can access your courses and exams, you must regster with our system. Our records
indicate that we don' have your compiete address. Flease. to complete the fegstration process.

Find Courses Offered by My Organization
‘Shop for an Onine Course:
Begin or Continue My Oniine Course
Take a Test or Retest
View My Test Resuits
Print My Certficate or Transcript
Find a Classroom Ciinic or Instructor
Products
Registry
‘Services and Informaion

Contact Us

H O Type here to search

Click the text link “click here” from this page to complete site registration.
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Edit Profile / Sign Out / Contact Us

‘Scholastc/Club Level
CollegerUniversiy Lvel
International

Courses

Products

Registry

Services and Information

Contact Us

G

your 6

‘Address Information

Uned States

with an asterisk (*) ae required.

YOUTH SCHOLASTIC/CLUB COLLEGE/UNIVERSITY INTERNATIONAL
Courses Products Registry | services and Information
Youtn Level

information in the spaces provided. When you are finshed, be sure to click the Finish button to save all of
ata.

H O Type here to search

Complete the information on this screen and click “finish” button.
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H O Type here to search

Sample completed form.
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it Profile / Sign Out/ Contact Us

SCHOLASTIC/CLUB COLLEGE/UNIVERSITY INTERNATION.

Products [ Registry | services and Information

Youth Level
‘Scholastc/Club Level
CollegerUniversiy Lvel
International
Courses
Products
Registy

Services and Information

Contact Us

GO

Enter information in the spaces provided. When you are finshed, be sure to click the Finish button to save all of
your data.

Assoclations.

Please contactthe indvidual association to edit your membership to their organization

Sports
Flease indicate which <pors you are involved it
Avaiable:

Curenty invlved it
Atchery

Badminton
Baseball
Basketball
Biathion
Bobsled
Bowiing
Boxing

Levels Coached/Officiated

Please indicate which levels of sport you are involved ) Youth (up to age 14

i ‘Competive Club (14 years and olden
Scholasic (grades 512)
Collegeiuniversity

Other

Complete second page of the form and click “finish.”
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Coach Education Center

SCHOLASTIC/CLUB COLLEGE/UNIVERSITY INTERNATION.

Edit Profile / Sign Out / Contact Us

Courses

Products [ Registry | services and Information

Youth Level
‘Scholastc/Club Level
CollegerUniversiy Lvel
International

Courses

Products

Registy

Services and Information

Contact Us

Enter information in the spaces provided. When you are finshed, be sure to click the Finish button to save all of
data

your.

Assoclations.

Please contactthe indvidual association to edit your membership to their organization

Sports
Piease indicate which spats you are involved i
Al Curenty invlved with
Atchery Bowling
Badminton
Baseball
Basketball
Biathion
Bobsled
Boxing
CanoelKayak 5
Lovels Coached/Offciated
Pieass indicats hich levels f ortyou are Ivaved ) youth (p o age 14
i nere

@ Competti

Club (14 years and oider)
Scholasic (grades 512)
CollegeiUniver
Other

H O Type here to search

Sample completed form.
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YOUTH SCHOLASTIC/CLUB COLLEGE/UNIVERSITY INTERNATION.

it Profile / Sign Out/ Contact Us

Courses [ Products [ Registry | services and Information

Youth Level
‘Scholastc/Club Level
CollegerUniversiy Lvel
International

Courses

Products

Registry

Services and Information

Contact Us

Lf

Thank you for registering!

Piease cick Continus to move on. | TP

H O Type here to search

Click on “continue” button.
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& C @ Not

SignIn/ Contact Us

aﬁ‘ HUMAN KINETICS

Coach Education Center

How may we help you today’

Coaches and Students Athletic Directors and Sport High School and College
Administrators Instructors

Access/continue my course Look up ceaches in the National Generate IDs
/ Coaches Registry
Take a test or retest Submit course report form
Run administrator access report

Get test results Run verification report

Print a certificate Look up coaches in the National
Coaches Registry

To purchase an online course or review your
organization’s coaching education requirements, visit our
new store at CoachEducation.HumanKinetics.com

— o 1027 AM
F O Type here to search J » D) o B

Back at the home page, click on the “access/continue my course” text link under
“coaches and students.”
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HUMAN KINETICS
Coach Education Center

Edit Profile / Sign Out / Contact Us

YOUTH SCHOLASTIC/CLUB COLLEGE/UNIVERSITY INTERNATION
Courses | Products | Registry | services and Information
Youtn Level
Courses

‘ScholasticiClub Level

Colegerunversty Level

Intematona
— Welcome,
e To3ccess Your online Course. see ISTUcons below

Find Gourses Oftred by My Organization

Sihop fo an Onine Gourse ‘

Begin or Continue ly Onine Course o ey

072620

Take a Test or Retest
View My Test Results Giick a course it above 1o access a
R Ca N T can also reach a course’s test from

Find a Classroom Ciinic or Instructor

You

n onfine course. Click  Take Test ink fo go straight t0 @ course's
thin the course.

1f you do not see a link above to the course or test you want to view, you need to en code to
unlock t. Products requiring key codes includs online tests for classfoom courses and online courses received
rom a third party such as a college bookstore or league administrator.

Products

Registy

ickthe button above to

‘Services and Informaion

+ view a st o courses completed and certifications achieved
Contact Us « pint course completion certficates

« print and e-mail your ranscript

« update your profil (name, contact information, and o on)

H O Type here to search

From this screen, click the course text link to access the course.
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/. Goaching Youth Cheerleading

Introduction > Welcome

2 Welcome to Coaching Youth Cheerleading Online Course!
2 I you are just beginning the course, please read this page. If you've been here before and wish to go directly
to th lick the M tahin 1 -left f L
op 10 R R e e ey 3 ot he IS BENRESS TR S uice, your computer needs to
2 comply with this study guide's minimum system requirements.
H
2
an Click the computer icon to run a systems check and verify that your computer has what you
need.

YYou also need to know how to move—or navigate—from page to page in the course.

ﬁ Clicking the Next button takes you to the next page. The Next button is located in the lower-
right corner of the screen. Normally it doesn't flash, but to help you find it, it is flashing on
this page.

Clicking the Previous button takes you to the previous page. The Previous button also is
located in the lower-right corner of the screen.

Aside from the Next and Previous buttons, you're likely to use the Menu, Coaches' Clipboard, and Help tabs.

The Menu tab is located in the upper-left comer of the page. Clicking this tab displays the menu,
which contains an outline of the course content and links to the course evaluation and course test.
‘You can go directly to any section of the course by clicking that section title in the menu. As you
complete each section of the course, a checkmark will appear in the box next to the section name to
help you track your progress and find where you left off.

The Coaches' Clipboard tab is located just below the Menu tab. Clicking this tab displays the
documents that are referred to in the course. The Glossary, Web links, and Resources are also
included in the Coaches’ Clipboard section of the course.

The Heln tah is located iust below the Coaches' Clinhoard tah_Clickina this tah disnlavs course hel
L UNIT PROGRESS
Zatcation ragram

O Type here to search

Q %« B’

rossed @

Other bookmarks

This is the opening page of the course.
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successful  Coaching courses for every level of sport

FIRST AID : 8 Better Every Season

4 ‘é\tﬂ

GOAGHING RO i conchine

UNITED STATES
= T Sl s Pamaumec
@ T commrre

ELEVATE HOW YOU COACK

All about
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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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"‘ HUMAN KINETICS
"V Coach Education Center

HOME ORGANIZATIONS COURSES ~ REGISTRY ~ BOOKS ~ ABOUT ~ FAQS

Login

If this is your first time visiting our new ecommerce website, please
create an account. You must have an account to purchase an online
course.

If you already have an account on this site, please sign in below.

joan.beverly34@gmail. com

Forgot your password?

SIGN IN
Create account \

Back

Enter your email and password (that you used to make your initial purchase) and click
the “sign in” button.
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SPORT
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COACHING
Better Every Season

& Year-founa 3y e tor
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All about

® cart

ELEVATE EOW YOU COACK ==
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From the top banner, click the “my account” text link.
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"‘ HUMAN KINETICS
"V Coach Education Center

HOME  ORGANIZATIONS  COURSES + REGISTRY ~ BOOKS « ABOUT ~  FAQS

My Account

Change Password
Order History
Order Date Payment Status Fulfiliment Status Total

#1064 July 26, 2019 Authorized Fuifilled $217.45

Account Details
Joan Beverly

211 East 10th Street
Gibson City

L

60936

United States

(217) 781-3377
View Addresses (1)

From the “my account” page, click the order number found under “order history.”
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HOME ORGANIZATIONS COURSES ~ REGISTRY BOOKS - ABOUT ~ FAQS

My Account

Return to

unt Details

Order #1064

\ July 26, 2019 at 9:30 am

Billing Address

Payment Status: Authorized

Dis nline Courses
Product SKU Price Quantity Total
Coaching Youth Cheerieading Online Course-PDF - Online course

0
Subtotal $199.50
Tax (IL State Tax 6.25%) $12.47
Tax (Champaign County Tax 1.25%) 5249
Tax (Champaign Municipal Tax 1.5%) $2.99
Total $217.45 USD

From this screen, click the “distribute online courses” text link.
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N Distribute Courses
Order #1064 Online Courses

Coaching Youth Cheerleading Online Course-PDF

Number of copies purchased: 10

Number of copies distributed: 0

How to distribute course(s)

« Enter the Email Address(es) of the person that you want to give the course to.
« Click Distribute Courses

« We will send an email to the Email Addresses that you enter with instructions of how to access the course

Email Address:

markafmhliica rom

Email Address:

fenniterm@nkusa.conl

Email Address:

Email Address:

We’re now back at the inventory page.



