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Once you have approval for your assured and published recognised products, you can advertise (schedule) them on the CTD. 
To advertise your products, you first need to add venues and ATO training courses to your account, before you continue. 
See helpful user guides to help you:
· Add a Venue 
· Add ATO Training Courses

You can check the approval status of your courses by logging in to your account on CITB Online Services and clicking on “ATO”, and then “Approved Standards”. CITB Site Safety Plus products are pre-approved, so you can publish them without uploading supporting evidence to us.

[image: ]Advertising (scheduling) bulk courses on the Construction Training Directory (CTD)
By adding a bulk training schedule to a course, you can link it to a venue, add dates, times, and the current and maximum number of attendees. 

1. Log in to CITB Online Services. 
2. Click on the “ATO” button on the top menu bar. 




[bookmark: _GoBack]3. Click on “Submit Bulk Training Courses” in the left-hand menu. 





You will see four buttons at the top of the page, chose option 4 or 5 below dependant on if you have your own system to export the information or not: 
4. If you have your own system to export the information - you can download our technical CSV scheme and guidance notes to help you set up your own system. Once you have done this, you can click “Upload a new bulk achievement”. 
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5. If you don’t have your own system to export the information - click “Download blank CSV file”. A blank template will download for you to complete.

6. [image: ]If you see a yellow “read only” bar along the top of the screen, click “Enable editing” & “Enable content” to allow you to input your information.


7. Above each of the columns you will see guidance notes about the data required for each. For example, enter create in column B. 
· Mandatory fields are highlighted in blue.
· Optional fields have been left blank
· Ensure your ATO Training course and Venue match exactly to your training course name and venue as it appears in your system. (if not, the upload will fail)
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8. Once you have entered the data, click on the “Export” button and save the file on your computer. (Once saved do not open the file)
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9. Once saved, go back onto the “Submit Bulk Training Schedules” page of the portal and click “Upload bulk Training Schedules”. Locate the file and click “Upload”. 
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10. Upload status will be shown in the upload history at the bottom of this page. 
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11. Click on the ATO Training Course.

12. Your scheduled courses will be listed here.
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13. To edit, publish or unpublish your course details, click on the arrow to the right of the course you want to amend and select “Edit, Publish/Unpublish”. 
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