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  To propose an activity, select Forms > Maintenance Activity Proposal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The description is seen by the 

learners and should provide clear and 

concise information about the activity.  

Annotations can be used to color 

code your courses. This is not required 

but is a nice extra feature. 

The Activity code is assigned during 

the approval steps. Enter your phone 

extension as a temporary placeholder  
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Catalog viewing options denote when a course 

will be displayed in the catalog. Typically Start 

is day of proposing and Stop is one day after 

final meeting date. 

  

 

If activity is not generating additional pay for 

attendees enter 000000 for the account code. 

Select the instructor(s), including yourself 

or type the name(s) if not listed. Hold ctrl 

to select multiple names. 

Click the Select Owner to add person 

responsible for enrollment and attendance. 
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Save as Draft if you’re not yet ready to submit 

or if you want to save as a template for next time. 

😊.  

 

Your Draft will be in your Learning Plan   

Select Manage next to title and Edit or Copy 

 


