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Now that you have venues in your account, you can add ATO training courses that you are approved to deliver. 
1. Log in to CITB Online Services.
2. Click on the “ATO” button on the top menu bar.


3. Click on “ATO Training Courses” in the left-hand menu.
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4. Click “Create Training Course” to the right of the search box.
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5. To enter your course details, click on the magnifying glass located beside the Course box. A list of course standards that you are approved to deliver appears.
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6. To search these courses, either use the full name or use an asterisk (*) before and after a search word for partial names, as in the example. The asterisks let the system know there are other words before and after the search term.

7. Choose your course and click “Select”. 
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8. Now you can fill in the mandatory course details boxes, including title, duration, units (for the duration of the course in hours, days or months), price, availability for on-site delivery, and description (to add course details). 


9. When you have completed all the boxes, click “Submit” at the bottom of the page.


10. You will return to the Training Course List page where you will be able to see your newly added course. You can repeat the process to add more courses. 
[bookmark: _GoBack]
11. To edit your course details, click on the arrow to the right of the course and select “Edit”. 
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12. Now you need to add a training schedule to your course with information such as dates, times and venues. 

See advertising (scheduling) Individual courses
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