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How to Update the Training Status of Workshop Participants
Once all of your participants have registered for the workshop and you are ready to mark them as “Completed”, please follow the steps outlined below.
Keep in mind, they WILL NOT be able to enter data on this site until you have “Completed” the workshop since they have no existing training history transferred from the Classic system.
“Log In” to the GLOBE Website at www.globe.gov and access your ‘Manage - - > Control Panel’.
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Select ‘Workshop Administration’ and ‘Manage Existing Workshops’ from your Control Panel menu.
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Select a workshop from the list which appears.
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Choose to ‘View Roster (active and pending registrants)’.
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A list of registered participants will appear.  Note the slider at the bottom, by scrolling to the right you can see each person’s status.  Select the ‘Change member status for multiple participants’ option.
 (
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Check mark the boxes for the those who will be considered GLOBE Trained Teachers at the conclusion of the event.  Use the drop-down menu to ‘Complete’ and ‘Submit’ your changes.  Note those who did not complete training, did not show up or had another status should have their status changed separately.
 (
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