
TAS Guide - Orders

Entering Courses

Once you are logged into TAS, there are two ways to create a course. You can select
Courses in the left column and then select Class Scheduler, or you can click the button
that says New Class.

First, you will want to create the course. To do this, scroll down to select the course type from
the drop down menu, add the client and location (if applicable), choose the date, and add the
start and end time.  If your course will be meeting more than one day, you will want to click Save
Time and then add the additional date(s) and time(s). It does not matter if the check to activate
box is clicked unless you are a subscriber with us (if you are a subscriber, that will determine if
the course is listed on the website or not).



You then have options to add details such as pricing, number of students (seats), notes, files
(can be uploaded from your computer, i.e. completion certificates), and instructor(s).

After all details have been entered (or any time you go in and make adjustments), always be
sure you click the Save Changes button at the bottom of the screen.



Student Roster and Issuing Cards

After saving your created course, you can go in and add students to your roster. Remember,
each student should have their own unique email address. If you want to add additional
information (such as address or notes), click Toggle Additional Information.

Once all of your students are entered, click Finalize Class Roster. This is where you will record
who attended, if they passed, and what their score was. You can Select All Records and then
input that information if it is all the same. There are options to select if cards or certificates were
sent, but those are optional and just for your own records. The Training Center needs to see the
student info, who attended, if they passed, and what their score was.

To issue the students cards, click Select All Records and then Export Cards. This will download
a document in AHA format that you can upload into your instructor network account.



Ordering Cards

To place an order for your certification cards, from the main screen click Store (in the left hand
column) and then click Catalogs. On the Catalogs page, click the computer screen icon to the
right of Training Center Products to be taken to the various options for cards to be purchased.

Once you are on the product page, you will see each card is available at the regular rate or the
bulk rate. In order to get the bulk pricing you have to purchase at least 100. If you are going to
purchase multiple items, just click add to cart for the different items you want and when you
have chosen all of the ones you want, you can click the cart in the upper left corner.



When you are in your cart, to update the quantity of an item, just click on that item, and then you
will see that in the Item Name space on the right side of the screen. Enter the quantity you want
in the quantity space and then click update. If you want to remove an item, click on it and when
you see that item in the Item Name space you can click Remove. When your cart is the way you
want it, click Checkout and complete that process (feel free to add any needed notes). It can
take 48-72 business hours to get your cards in your instructor account and we will let you know
when the order has been fulfilled.

*If you would like to have additional options for managing your courses, please contact us about
our subscription plans.


