Instructions for Adding Guest Access to a Course
**Adding Guest Access must be completed prior to course approval**

Courses are set up to automatically be released into the catalog for all district employees. If you wish to
open your course to guest users, you will need to add access for them to the Settings Availability screen.

For course creation instructions please view information provided in NetConnect under Resources.

After entering information about the course into the system, select Set Locations.
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Set your locations to appear as they look on this screen. (Other combinations of these drop downs are
possible. Click the dropdowns until you find Guest.) Click Add.
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Guest appears in the locations list below the drop downs

. Click Done.
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You will now see the number of locations under Settings Availability increase. (in this case there are
now 11 locations)
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