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Course Provider General Requirements 
 

If your organization offers learning opportunities that meet our listing requirements, we encourage you to 

register to list your courses on the appropriate TRAIN site (see below). 

 

From the home page, select your location from the drop-down menu, click Become a Provider under 

Become a Course Provider and follow the instructions to create an account. You will receive a notice of 

approval/disapproval via e-mail, usually within three to five business days. Following registration, you can 

submit course listings and take advantage of TRAIN’s many course management features. 

 

Choosing the appropriate TRAIN site for your course listings: 

 

Course providers should list their courses on TRAIN through only one TRAIN site.  Each course provider 

must choose to use either the national TRAIN.org site or one of the TRAIN affiliate sites based on the 

guidance below and as specified in our policies (p.89). Selecting one site over another does not affect the 

visibility of courses to users throughout all TRAIN sites. The selection only determines the site 

administrator that manages your TRAIN registration and course listings. 

What geographic area is primarily 
served* by the course provider? 

Appropriate TRAIN Site   

A TRAIN affiliate state or communities 
within this state’s jurisdiction  
(see www.train.org for a current list) 

The corresponding TRAIN affiliate site 

A national, international, or regional (multi-
state) audience 

The national TRAIN.org site 

States and communities that are not within 
any TRAIN affiliate’s jurisdiction 

The national TRAIN.org site 

* Primarily served means that most of the course provider’s public health courses are 

designed for and (as applicable) restricted to the workforce of the jurisdiction listed. 

 

How a Registered TRAIN User Becomes a Course Provider for an 

Affiliate Site 

Any registered TRAIN user can easily request affiliate Course Provider status by following the steps 

below: 

1. Log on to your TRAIN site. 

2. Click the My Account Link under My Learning Record on the right side of the screen. 

3. Scroll to the bottom of the page and click on Request to Become a Course Provider. 
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4. A new form will open at the bottom of the My Account page. Fill it in as completely as possible 

and click Save. 

5. Your request will be reviewed by the Administrator in charge of Course Provider Approvals and 

you will be informed of their decision. 

 

Note: If you have the Course Provider Approver role for your state you may approve your 

own request. 

 

How a Registered TRAIN User Becomes a National Course Provider 
Any registered TRAIN user can request national Course Provider status by following these steps: 

1. Log on at www.train.org. 

 

Note: you cannot register for national status through an affiliate site 

 

2. Click the My Account Link under My Learning Record on the right side of the screen. 

3. Scroll to the bottom of the page and click on Request to Become a Course Provider. 

4. A new form will open at the bottom of the My Account page. Fill it in as completely as possible 

and click Save. 

5. Your request will be reviewed by the PHF Administrator and you will be informed of their decision 
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Course Listing Requirements 
 

The following are the minimum course listing requirements for TRAIN: 

1. Courses must be designed for the continuing education and training of professionals who protect 

the public's health and be consistent with the target audiences in the TRAIN course search fields. 

Consumer-oriented health education classes and materials are not permitted. 

2. Courses must be designed to build knowledge, skills, or competencies in one or more of the 

subject areas listed in the TRAIN course search fields. 

3. Course materials must be designed for instructional (not reference) use by learners or trainers.  

Courses must be delivered in formats consistent with the formats in the TRAIN course search 

fields.  Books, brochures, articles, palm cards, and other reference materials are not permitted 

unless continuing education credits are associated or the materials are designed as a self-study 

program. 

 

Individual TRAIN affiliates are responsible for assuring that courses meet these minimum requirements. 

PHF will periodically review courses to ensure all affiliates approve courses consistent with these 

minimum requirements.  Affiliates may apply additional state-specific standards to decide whether a 

course may be approved or viewed on their site 
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a. To create a course Credit, select a Credit Type and enter a Credit Amount. 

i. To return to the wizard without adding a Credit, click the Cancel button. 

b. Then, click the Add button. 

c. If the course has multiple Credits available, repeat the steps above; else, click the Next 

or Save & Finish Later button. 

2. Certificates are designed to allow administrators the ability to provide their users with a printable 

certificate verifying the user’s course attendance. 

a. To create a certificate, go to the Certificates portion of the Course Edit Wizard and 

select from the radio buttons atop the page which certificates to display in the dropdown 

menu titled Certificate Type. Your options include: 

i. Show My Personal Certificates – this will cause only certificates your have 

created to display. 

ii. Show All Public Certificates – this will display all public certificates created 

both by you and other TRAIN certificate administrators. 

iii. Show All Public and Everyone’s Private Certificates – this will display all 

certificates created by all certificate managers. 

b. After you have selected from the radio buttons which certificates to display, you will need 

to choose a certificate from the Certificate Type drop-down menu. The certificate you 

select from this drop-down menu will remain displayed in the drop-down menu even if the 

radio button options above are changed. The certificate displayed in the drop-down is the 

certificate users who complete the course will receive. 

c. You now, also, have the option to set the certificate as Automatic or Manual. Automatic 

certificates will be available for the user immediately after they complete a course; 

whereas, manual certificates will require the appropriate administrator to manually verify 

the user’s completion of the course before the certificate will be available. 

i. Automatic certificates are broken down even further into certificates that will 

require a passing score on a course assessment, and those which do not require 

a passing score. 

1. To create an automatic certificate with a required passing score, select 

the Automatic radio button below the Certificate Type drop-down; then, 

select the checkbox below labeled Learners must successfully PASS 

any Post-Assessment. The passing score required to obtain the 

certificate is set in the Assessment interface. 

2. To create a certificate with no passing score required, simply select the 

Automatic radio button. 

ii. To create a manual certificate that will require administrative verification prior to 

user availability, simply select the Manual radio button. 
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a. Select Yes and click Finish. 

2. You will then receive a confirmation email notifying you of the status of your course. 

Please note that the most common course error is incorrect visibility. It is worth double-

checking you course’s availability and comparing it with the grouping location of the 

users you intend to reach. 

 

Approving Course Registrations 

Any course may be set up so that Course Providers must approve all user registrations.  When this option 

is selected, any user who wishes to take the course must Request Approval for registration.  When the 

request is made, the Course Provider must decide whether to approve or decline the request.  To do so: 

1. Click on the Approval Items Waiting link on your 

Home page. You may also click the 

Administration tab, followed by Approvals from 

the menu on the left hand of the page. 

2. Click on the item name for which the user is 

seeking approval. User Registration Approval 

3. Select either Approve or Decline next to the user’s name. The user will be automatically 

informed by e-mail. 

4. Click Back to return to the pending approval list. 

 

Modifying a Course 

1. Log on to your TRAIN site. 

2. Click on the Administration tab. 

3. Click Courses, which appears in the left-side list menu. 

4. Click Course List. 

5. Locate the course that you wish to edit and click the pencil icon next to it. 

 

Note: Don’t see your course?  Check to make sure you have selected the correct filtering.  

You may filter the courses you view by their status – Complete, Incomplete, Approved, etc.  

Put a checkmark in the box of all types you wish to view, and click “Refresh.” 

 

6. Make the necessary changes through the Course Wizard and click Save. 

 

Cloning a Course 
If your course exists in different formats you will need to set up a “parent” course and then clone it using 

the clone icon. All information in the cloned course will be the same, except for the new format or other 
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information you change.  To clone a course, first enter the information as you would for any course.  Then 

you will create a clone “child” by following these steps: 

1. Click on the Administration tab. 

 

Clone Icon 

2. Click Courses, which appears in the menu on the left side of the page. 

3. Click Course List. 

4. Locate the course you wish to clone. 

5. Click on the clone icon that appears in between the pencil icon and the schedule icon. 

6. Make all the necessary changes for your cloned course. 

7. Click Save and Back to save your cloned course. 

 

Note: You may clone the “parent” course only. The clone icon does not appear on any of 

the “child” courses 

 

How to Activate or Deactivate a Course 
 1. Log on to your TRAIN site. 

2. Click on the Administration tab. 

3. Click Courses, which appears in the menu on the 

left side of the page. 

4. Locate the course that you wish to activate or 

deactivate and click the pencil icon. 

5. On the Active/Visible/Clinical page, check the 

Active box if you wish to activate the course or 

uncheck the Active box if you wish to deactivate 

the course. 

6. Click Save and Back to save your changes. 
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If you are establishing a session and you do not need or want to set up a specific location – a satellite 

broadcast, for example – then you may choose Master Broadcast Session.  You will be able to establish 

all the relevant details of the session without selecting a location.  Other Session Administrators who have 

access to your course will then be able to establish their own locations for the session. 

 

To set up a Broadcast Session of any of the available Master sessions, you should choose Broadcast 

Session.  You will then be presented with a drop-down list of available Master Sessions.  This option will 

only be available if there is a Master Session already established for the course. 

 

Single Session / Single Location 
This option is best for one-time events that will take 

place in one location such as live lectures. We also 

recommend this option for webcasts and for audio 

conferences. For the purposes of setting up sessions 

we regard the Internet or the telephone as single 

locations.  You may also establish multiple schedules 

for this session. 

 

 

 

 

 

 

 

 

Scheduling a Single Session 

1. Enter the date, start time, and end time of the 

event. 

2. Select the appropriate Time Zone from the 

drop down menu. 

3. To select your location, click Show Locations and 

choose from the given list.  Or, 

4. You may also filter the list by selecting specific Location Types or typing in a location name 

before clicking Show Locations. 

5. Once the locations list has been populated, find the location you wish to use, and select the 

Radio Button next to the location name. 

6. Click the Details tab to continue. 

7. The Active checkbox must be checked for your session to be Live.  If you wish to pull your 

session from public view, you may come here at any time to un-check the Active box. 

8. To display the course in the Learning Calendar, place a check in the box next to Show In 

Learning Calendar.  Not all states have access to the Learning Calendar.  If you have questions 

regarding your state’s status with the Learning Calendar, contact your local TRAIN Administrator. 

9. Enter the description of your session in the Description box. 

10. You may limit the number of attendees by filling in the Attend Capacity field. 
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Note: If you don’t want to set a limit on the number of attendees, leave the number set at 0 

(zero). The system will not apply restrictions on the number of attendees allowed to 

register for this session. 

 

11. If you set an Attend Capacity you are able to allow Waitlist registration, which gives users the 

option of adding themselves to a waitlist once the session registration is full. 

12. You are able to limit the number of users who can add themselves to the waitlist by filling out the 

Max Number People on the Wait List: field. 

13. If you would like to be able to manually add people from the Waitlist to the Course Roster above 

and beyond the seat-limit, check the Allow Over-Register checkbox. 

 

Note: For more information on using and managing a waitlist, see the Course Roster 

section. 

 

14. Seats Allocated simply provides you with the number of seats already claimed by users through 

the registration process. 

15. Enter registration deadline (optional). 

 

Note: If no registration deadline is entered, then learners may register for the session up 

through the session’s end-time. 

 

16. You must select at least one language. 

17. If you know the instructor of your course, select the instructor’s name from the list. 

18. Click the Show in Upcoming Events tab to continue. 

19. If you would like the session to be displayed in the Upcoming Events column on the home, 

check the Show in Upcoming Events checkbox and then enter the dates it will be displayed. 

20. Click the Contacts tab to continue. 

21. If you wish to enter a session contact, click the Add Session Contact button. 

22. The screen will refresh with a textbox for Name, Email, and Phone. Enter all of the information for 

your Session Contact, and click Update to save your changes. 

23. Click the Visibility tab to continue. 

24. Assign visibility to the groups you wish to have access to this session. 

25. Click Save. 
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Single Session / Multiple Locations 
This option is for one-time events that will take place in multiple locations such as satellite downlinks. 

1. Enter the date, start time, and end time 

of the event. 
 

 

 

 

 

 

 

 

 

Selecting Multiple Locations 

2. Select the appropriate Time Zone from 

the drop down-menu. 

3. To select your location, click Show 

Locations and choose from the given 

list. Or, 

4. You may also filter the list by selecting 

specific Location Types or typing in a 

location name before clicking Show 

Locations. 

5. Once the Locations list has been populated, find the location you wish to use, and select the 

Radio Button next to the location name. 

6. Click the Details tab to continue. 

7. The Active checkbox must be checked for your session to be Live.  To pull your session from 

public view, you may come here at any time to un-check the active box. 

8. Enter the description of your session in the Description box. 

9. You may limit the number of attendees by filling in the Attend Capacity field. 

 

Note: If you don’t want to set a limit on the number of attendees, leave the number set at 0 

(zero). The system will not apply restrictions on the number of attendees allowed to 

register for this session. 

 

10. If you do set an Attend Capacity you may allow Waitlist registration, which will give users the 

option of adding themselves to a waitlist once the session registration is full. 

11. You are able to limit the number of users who can add themselves to the waitlist by filling out the 

Max Number People on the Wait List: field. 

12. If you would like to be able to manually add people from the Waitlist to the Course Roster above 

and beyond the seat-limit, check the Allow Over-Register checkbox. 

 

Note: For more information on using and managing a waitlist, see the Course Roster 

section. 

 

13. Seats Allocated simply provides you with the number of seats already claimed by users through 

the registration process. 
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14. Enter registration deadline (optional). 

 

Note: If no registration deadline is entered, then by default learners may register for the 

session up through the end of the session’s end-time. 

 

15. You must select at least one language. 

16. If you know the instructor of your course, select the instructor’s name from the list. 

17. Click the Show in Upcoming Events tab to continue. 

18. If you would like the session to be displayed in the Upcoming Events column on the home, 

check the Show in Upcoming Events checkbox and then enter a From and To date that will 

define how long it is displayed. 

19. Click the Contacts tab to continue. 

20. If you wish to enter a session contact, click the Add Session Contact button. 

21. The screen will refresh with a textbox for Name, Email, and Phone.  Enter all of the information 

for your Session Contact, and then click Update to save your change. 

22. Click the Visibility tab to continue. 

23. Assign visibility to the Groups you wish to have access to this session. 

24. Click Save. 

 

Course-Based Learning 
This option is used to set up courses with multiple meetings. These can either be consecutive days or 

periodic sessions (i.e., M-F next week or MWF every week for 2 months). You may set different start and 

end times for each meeting. 

1. Enter the start time, and end time of 

the event. 

 

 

 

 

 

 

 

 

 

Scheduling Multiple Sessions 

2. Select the appropriate Time Zone 

from the drop-down menu. 

3. To select your location, click Show 

Locations and choose from the 

given list. Or, 

4. You may also filter the list by 

selecting specific Location Types or 

typing in a location name before 

clicking Show Locations. 

5. Once the Locations list has been populated, find the location you wish to use, and select the 

Radio Button next to the location name. 
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6. Place a checkbox under each day-of-the-week that will be a part of your session.  For each day 

selected, you will need to select a start time and an end time. 

 

Note: If your schedules span multiple weeks, but not every week has the same schedules, 

you will be able to edit individual schedule times and delete any extra schedules after 

saving your initial entry. 

 

7. Click the Details tab to continue. 

8. The Active checkbox must be checked for your session to be Live.  To pull your session from 

public view, you may come here at any time to un-check the Active box. 

9. Enter the description of your session in the Description box. 

10. You may limit the number of attendees by filling in the Attend Capacity field. 

 

Note: If you don’t want to set a limit on the number of attendees, leave the number set at 0 

(zero). The system will not apply restrictions on the number of attendees allowed to 

register for this session. 

 

11. If you do set an Attend Capacity you are able to allow Waitlist registration, which will give users 

the option of adding themselves to a waitlist once the session registration is full. 

12. You are able to limit the number of users who can add themselves to the waitlist by filling out the 

Max Number People on the Wait List: field. 

13. If you would like to be able to manually add people from the Waitlist to the Course Roster above 

and beyond the seat-limit, check the Allow Over-Register checkbox. 

 

Note: For more information on using and managing a waitlist, see the Course Roster 

section. 

 

14. Seats Allocated simply provides you with the number of seats already claimed by users through 

the registration process. 

15. Enter registration deadline (optional). 

 

Note: If no registration deadline is entered, then by default learners may register for the 

session up through the end of the session’s end-time. 

 

16. You must select at least one language. 

17. If you know the instructor of your course, select the instructor’s name from the list. 

18. Click the Show in Upcoming Events tab to continue. 
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19. If you would like the session to be displayed in the Upcoming Events column on the home, 

check the Show in Upcoming Events checkbox and select a From and To date. 

20. Click the Contacts tab to continue. 

21. If you do wish to enter a session contact, simply click the Add Session Contact button. 

22. The screen will refresh with a textbox for Name, Email, and Phone.  Enter all of the information 

for your Session Contact, and then click Update to save your changes. 

23. Click the Visibility tab to continue. 

24. Assign visibility to the groups you wish to have access to this session. 

25. Click Save. 

 

Master Broadcast Session 
This option is suited events such as Satellite Broadcasts, where locations will not be defined, but will be 

established by other Session Managers who wish to participate in the Broadcast. 

1. Select the appropriate Time Zone from 

the drop-down menu. 

2. Click Add New Schedule. 

3. Enter the date as well as the start time 

and end time of your schedule 

4. Click Add Schedule. 

5. Click the Details tab to continue 

6. The Active checkbox must be checked 

for your session to be Live.  If you wish 

to pull your session from public view, 

you may come here at any time to un-

check the active box. 
Setting up the Master Broadcast Schedule 

7. Enter the description of your session in the Description box 

8. You may limit the number of attendees by filling in the Attend Capacity field. 

 

Note: If you don’t want to set a limit on the number of attendees, leave the number set at 0 

(zero). The system will not apply restrictions on the number of attendees allowed to 

register for this session. 

 

9. If you do set an Attend Capacity you are able to allow Waitlist registration, which will give users 

the option of adding themselves to a waitlist once the session registration is full. 

10. You are able to limit the number of users who can add themselves to the waitlist by filling out the 

Max Number People on the Wait List: field. 
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11. If you would like to be able to manually add people from the Waitlist to the Course Roster above 

and beyond the seat-limit, check the Allow Over-Register checkbox. 

 

Note: For more information on using and managing a waitlist, see the Course Roster 

section. 

 

12. Seats Allocated simply provides you with the number of seats already claimed by users through 

the registration process. 

13. Enter registration deadline (optional). 

 

Note: If no registration deadline is entered, then by default learners may register for the 

session up through the end of   the session’s end-time. 

 

14. You must select at least one language. 

15. If you know the instructor of your course, select the instructor’s name from the list. 

16. Click the Show in Upcoming Events tab to continue. 

17. If you would like the session to be displayed in the Upcoming Events column on the home, 

check the Show in Upcoming Events checkbox and then enter a From and To date that will 

define how long it is displayed.. 

18. Click the Contacts tab to continue. 

19. If you do wish to enter a session contact, simply click the Add Session Contact button. 

20. The screen will refresh with a textbox for Name, Email, and Phone.  Enter all of the information 

for your Session Contact, and then click Update to save your changes. 

21. Click the Visibility tab to continue. 

22. Assign visibility to the groups you wish to have access to this session. 

23. Click Save. 

 

Broadcast Session 
This option will only be available if a Master Broadcast has already been established.  You may also set 

up a Broadcast Session by clicking the Add Broadcast Session link beneath the title of an established 

Master Broadcast Session in the Sessions List. 

 

 

 

 

 

Verifying your Broadcast Session 

1. Select the Master Schedule for which 

you are setting up a Broadcast Session 

from the drop-down list and click Next. 

2. Verify that you are setting up a 

Broadcast Session by clicking Finish on 

the next screen. 
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