ladder4dlearning: How to register, log-in and upload course information
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e Log-in as a provider to the ladder4learning website
e Register as a provider to get a Username and Password
e Alter provider details

¢ Add or edit course details on the ladder4learning website

What to do:

Log-in as provider Go to: www.ladder4learning.org.uk/ladder-login.shtml
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To get a Username & Password:
Do you have a Username and Password? ‘ g
Click on the register link

Complete details as requested

Make a note of your Username
& Password

Click Submit Details button

Enter your Username and Password and click on the Login button.

Alter your details First Log-in as a provider (see above)
(contact, description
etc.) Your details are summarised (contacts etc.) ¢ these can be amended by

clicking on the amend them link.
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Upload or alter course | First Log-in as a provider (see above)
information

Click on the Add or Edit Course Details link at the bottom of the page.

Add details of a new First Log-in as a provider (see above)
course

Click on the Add or Edit Course Details link at the bottom of the page.

Click on the Add New Course Details button.

Complete the yellow boxes by entering appropriate information. NB.
KEYWORDS ¢ these will help people searching for your course, enter any
words that might help people find your course (that are not mentioned
in the Course Description or Course Name), e.g. for a course on public
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When complete, click on the Submit Details button to upload course
details.

Amend, delete or First Log-in as a provider (see above)
duplicate an existing
course (change venue, | Click on the Add or Edit Course Details link at the bottom of the page.

date or any other
details when Use the dropdown box to Select from List of Courses. Click on course

duplicating) name, then click on View details button.

Choose appropriate link from: amend them, delete them, duplicate
course to change dates (or change anything else).

Make required changes then click on the Submit Details button.
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