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Do you need to:

e Buy a license or permit?

* Take a safety ed class?

= Register or renew a boaff ATV,
UTV or snowmaobile?

Looking for outdoor adventure? The Wisconsin Department of Natural Resources

is making it easier than ever to get out and Go Wild by offering key licenses and

WELCOME TO GO WiLD! ¥ s - registrations all in one place. The new Go Wild system puts a license to excitement
. right at your fingertips, 24 hours a day.

Frequently asked questions

it ¥t dil

LICENSE OFTIONS

HARVEST REPORTING

Be safe. Take a class. Get certified. Browse a variety of license options. It's quick, it's easy and it's the law!
Browse upcoming classes Resident licenses Report your harvest now

Course requirements Non-resident licenses Way's to protect your tag

Gnline courses All permits, licensing and registration Carcass tagging tips

Grab a Conservation Cardl A great alternative to carrying paper licenses. Purchase trail passes without logging in.

Learn about forms of proof Browse the guick sale catalog

Explore Outdoors Hunt Camp Fish Mobile Apps
Fird great places to go and Flan your next hunting Spend the night in more Find fishing regulations and Explore and Connect.
things to do adventure than 4,900 campsites information Downioad todayt



Answer the question are you a United
States citizen?

DNR Account Lookup

Go Wild offers you the opportunity to create an easy to remember username and password which you can
manage yourself. No longer will you have to look for your documents to find numbers to access your
account. Let's begin by finding your account, then you'll have the opportunity to create your personalized

account access when you reach your personal Homepage.

Are you a United States citizen?

) Yes (O No



You can search your account one of
three ways. By CID #, by SS# or by DL#

Click the — or + sign to the right to expand the search type you plan to use.

o Citizenship o Search for Account

Enter Your Personal Information

Please enter ONE SET of identifying information.

I

Search by Customer Number

Customer Number Required Date of Birth Required

Last 4 of Social Security Number Reguired

Cancel Submit

Search by Social Security Number

II

Search by Driver's License Number



You should see the screen below after
vou search for your account. Click Next

o Citizenship e Search for Account e Primary Information
Welcome Back, BRENDA!

Social Security Number

DL Issuing State DL/ State ID
Wisconsin v A

Cancel



You will see the Preferences and
Residency page next. Answer the
uestions and click Next

© crizenship © search for Account © Frimary information

Preferences and Residency

When DNR receives a request from a third party for a list of customers or businesses: Required®

) Include my name/business ® Don't include my name/business

Residency Reguired®
Are you a Resident of the State of Wisconsin?
{®} RESIDENT () NON-RESIDENT

To qualify for a W Resident pricing online, you must provide a valid WI driver’s license or state ID. If you do not have a valid WI driver's
continue as a non-Resident or you can visit an agent location to provide proof of residency.

Cancel Next



Next you will view your personal information and will be
required to enter an email address and any other required fields,
click the “Edit” button to make changes if need be otherwise
click “Yes” to continue.

o © © © revewsumms

Review Summary

Personal Information [# Edit

Social Security Number Visa / Passport Number

Date of Birth Issuing Country

DL f State ID

e ——
Identifying Characteristics
Hair Color Eye Color
Height (ft) Weight (Ib) Gender
- -— i

Mailing Preferences

Include me on the lists distributed to the public - No

Confirm Customer Information €@

The customer information [ have provwided is complete and accurate.f understand that wiliflly submitting

false infonmation suljjects appiicants to prosecution wnder the faws of the state of Wisconsin.



Home Catalog Welcome, BRENDA VON RUEDEN ~ Signout 1 Cart

BRENDA's Homepage

Attention Conservation Patron Buyers:
Your park access stickers are being mailed to you.

View ! Edit Profile

Choose Username f Password Welcome to your personalized dashboard. From the below panels you can go to the catalog and buy or reprint licenses,
stamps, tags, permit applications; view your purchase history, update applications, and Conservation Patron holders
can click "Combo Licenses” to pick up previously deferred permits. From the left, dick 'Choose Username/Password' to
create your personalized access to Go Wild.

Under the Safety

e Fducation heading, you
should see two tabs:

» Student Dashboard

Licenses ATV/UTV, Boats, Snowmaobiles A
nd

button below at no cost.

= = > Instructor Dashboard
= S Click on Instructor

Dashboard to view
you instructor profile
and to enter and edit

Buy S5tamps

Reprint Documents

License History

Applications and Points Safety Education

(Bl i T DS Submitted Applications Enrol
Fall Turkey - 1 pts. Deferred Applications History S a fEty CO u rs e S *

Spring Turkey - 1 pts.

Report Harvest Contact DNR
Report Harvest t. Call 1-888 WDNR INFo {1-888-936-7463)

& Live Chat



The main portion of your instructor dashboard will be your classes lists.

e Click the green

Current Classes

Create a Class
button to add a
class.

e |fyou are logging
back in to look at
an existing class,
find the class
you would like to
open and click
on the blue
pencil/paper link
under the
Actions column.

County

ASHLAND

WASHBLRN

WASHBURM

WASHBLIRN

Mame

HUMNTER ADULT
OMLY

HUMNTER ADULT
OMLY

HUMNTER ADULT
OMLY

SNOWMOBILE

Status

Open

Open

Open

Open

Roster Date / Location

S Al O |

Contact Actions
22872015 10:00 AM - 27282015
12:00 AM

ASHLAMD DMNR SERVICE CEMTER
22872015 10:00 AM - 2/28/2015
12:00 AM

ASHLAMD DMR SERVICE CEMTER

KATE JUZA Ej

6972015 5:00 PM - 6M9/2015 12:00
Al

SPOOMER DMNR SERV]
65, z M - 6M9/2015 12:00
A

SPOOMER DNR SERVICE CENTER

401/2015 700 AM - 41/201512:00  KATE &
AN

SPOOMER DNR SERVICE CENTER

1273172015 7:00 AM - 1213172015

12:00 AM

SPOOMER DNR SERVICE CENTER

4/19/2016 5:00 PM - 4119/2016 KATELYMN
500 PM JUZA
Spooner DMR Service Center

(3]

1/20/2015 10:00 AM - 1/2002015
12:00 AM
SPOOMER DMNR SERVICE CENTER

KATE JUZA Ej



The create a class link will prompt you to choose the program you wish to
instruct. Select the program, then click next. Only the certification type you
are actively certified in will appear in the drop down list.

Create Class - Choose Certification

Certification Type

HUMNTER ADULT OMLY - Exp. 10/03/2018 ﬂ

—-——ay

Once you select the certification and click next, you will see another box pop up.
Use this box to select the course you will be holding. Then click next.

Create Class - Choose Course

Certification Type

HIUMTER ADLULT ORLY - Exp. 1050372018 ﬂ
Choose Course
HUNTER ADULT OMNLY ﬂ

G




The STATUS Required section MUST BE CHANGED TO OPEN and never touched again. It will
automatically update to completed when you submit your fees.

If you do change your status to CLOSED or NONE during the class, you will no longer be able
to see/edit the class and will have to call us to have the status changed back to OPEN.

i 5
Do not put class time and dates =i 2

in the class description blank. /

You will need to put the time and

FArst Name Srguied Last Name Seguired Emaill Agdress Arguired Dizplay? Srguires

dates in the “Schedule” tab.

You need to choose YES or NO for email and phone
numbers to display. If you don’t choose one,
student/customers will only see the instructor name ar
the public site. If you don’t allow on line registration;
customers/students won’t be able to contact you to enroll

tate / Province Regoined Postal Code Rrguires

in your class. “

Clazs Price and Enrollment

Class Price feguies Allow Ordne Registration? feguress

@ Yes OM

Maximum number of STUOENES that can enroll Arguirey feserved number of Students Sagures

The reserved number of seats section is there for you to

save seats if you have a waiting list. If you do not have a

waiting list, | suggest leaving the reserved number of gy gy
seats section at 0.

= Full ? Aeguored

Yes @ Neo



e Fill in all the blanks that say “required”, and
remember to press SAVE when you are done!

Class price field is 10.
Do NOT use special
characters, like S or .

(S 10 . OO) yO U Wi I I getN Class Price Reguired Allow Online Registration? Required

error message. ° Jre e

Maximum number of students that can enroll feguired Reserved number of students feguired

20 0

If your “Is Class Full ? “ T —

. () Yes (® No
is equal to YES, your /
class will no longer “oone | save |

show on the public
website for view. Also if
you allow online
registration and your
maximum number is
met you class will also
be pulled from the
public website.

Maintenance Log



You will need to manually add each class period to your Schedule tab to ensure you
are insured from the time your course begins to the time it ends — each and every day
you will be having class.

Edit HUNTER ADULT OMLY Class .
Click on the

5 Success]l Class Saved] SChedUIe tab
to add class

periods

Miriwm of 1 da 5 reguired
Start Thmee Ervd Timee Loscation url Actions \

Click the blue “Add
Class Period” link

Maintenance Log

Comments & Add Comment

Subject Text Type Modified User

The class periods that you add will convert over to the TIMESHEET tab, this is a
requirement for HUNTER EDUCATION volunteer instructors. Make sure you have all of
your class periods entered so you can log your proper volunteer hours.



When you click the add class period
link, this small box will pop up

Edit Ohs=s Period

Start Time Regosined

OSMO37 00 & 02 P

End Time fegeiied

020300 S 0230 PIA

Locafion fegoineds

Spoaner OME Servos Center

irl

You can use the
calendar and clock
links to enter the
dates and time

Edit Class Period

Start Time Reguired

End Time Required (s April 2016 H

Su Mo Tu We Th Fr Sa

. 1 2
Location Reguired

Or you can
manually type in
the information

url 17 18 19 20 21 22

24 25 26 27 28 29

Close ;s Period

Start Time Required

End Time Reguired

01 0z 03 04

Location Reguired

05 06 o7 08

url

09

In the “Location” field, you will need to enter the location, address, city, state, and zip
code for now. There is currently a fix in the system for this, and an address section

should be added in the future.



Here is an example of a what a class SCHDULE could look like.
Each line can be edited once you add the start and end times and location. Just click on the
pencil/paper edit tool to the right, or if you want to delete a line click on the Trashcan tool.

Edit HUNTER Class

Main Info Roster Timesheets Financial Supply Orders

Minimum of 2 class days is required.
© Add Class Period

Start Time End Time Location Url  Actions
6/13/2016 9:31:00 AM 6/13/2016 11:31:00 AM Pulaski Community Middle School 911 5. 5t. Augustine Street Pulaski, WI (4P
6/14/2016 9:31:00 AM 6/14/2016 11:01:00 AM Pulaski Community Middle School 911 S. 5t. Augustine Street Pulaski, Wi (< -~
6/15/2016 9:31:00 AM 6/15/2016 11:01:00 AM Pulaski Community Middle School 911 5. 5t. Augustine Street Pulaski, WI (P
6/16/2016 9:31:00 AM 6/16/2016 11:31:00 AM Pulaski Community Middle School 911 5. 5t. Augustine Street Pulaski, WI (£ -~
6/17/2016 9:31:00 AM 6/17/2016 11:31:00 AM Pulaski Community Middle School 911 S. St. Augustine Street Pulaski, WI (& -~
6/20/2016 9:31:00 AM 6/20/2016 11:01:00 AM Pulaski Community Middle School 911 5. 5t. Augustine Street Pulaski, WI (P
6/21/2016 9:31:00 AM 6/21/2016 11:01:00 AM Pulaski Community Middle School 911 5. 5t. Augustine Street Pulaski, WI (4P
6/22/2016 9:31:00 AM 6/22/2016 11:01:00 AM Pulaski Community Middle School 911 S. 5t. Augustine Street Pulaski, Wi (< -~
6/23/2016 9:31:00 AM 6/23/2016 11:01:00 AM Pittsfield Trap Club 3274 Brookside Drive Pulaski, W1 54162 mF
6/24/2016 9:31:00 AM 6/24/2016 11:01:00 AM Pulaski Community Middle School 911 5. 5t. Augustine Street Pulaski, WI (£ -~



Supply Orders

Edit ARCHERY Class

Main Info Schedule Roster Timesheets Financial Supply Orders

& Add Supply Order

Itermm Name Iterm Description Packet Size Packets Regfiested MNeeded by Date Order Date Order Status Actions

Your third step after entering the MAIN Info and SCHEDULE is to order your class supplies.
You will notice that theg SUPPLY ORDERSY tab is the very last tab. (This is a requested change
to have this be listed as the third tab and not the last.)

CLICK on + Add Supply Order

Edit HUNTER Class

Main Info Schedule Roster Timesheets Financial Supply Orders

‘ © Add Supply Order
Item Name Item Description Packet Size Packets Requested Needed by Date Order Date Order St =




Supply Orders

A pop up box will display
with a drop down arrow.
You will be able to
“Choose Supply Item”
from this drop down list.

Add Supply Order

Choose Supply ltem Required

Please Choose...

Packets Requested
Reguired

Add Supply Order

0 Choose Supply Item Required

Needed By Date Hunter Education Today's Hunter Student Manual - Spanish - Axailable - Packet Size - (1)
et ry ek . L s a2 L= 2 _ s 1 a T PEELE:EI?E“I

Hunter Education Student Packet - Available - Packet Size - (1) 1
= - 2 Py T F. E‘ISIIE‘-['-:I

e o n 1oLn

Hunter Education Today's Hunter Instructor Workbook - Available - Packet Size - (1)
Hunter Education Safety Business Reply Ervelope - Available - Packet Size - (1)
Hunter Education & Rules of Firearm Safety TABK Poster - Available - Packet Size - (1)

=]

Add Supply Order Cancel

In this list you will see different items you can order. The most common order you will place
will be the Hunter Education Student Packet.



Supply Orders

Add Supply Order Enter your number of

packets requested.

Choose Supply Iltem Reguired

Hunter Education Student Packet - Available - Packet Size - (1)

Click on the Calendar to
pick your “Needed
Packets By Date”

Packets Requested
Reguired

20

Meeded By Date

Then CLICK “ADD SUPPLY
ORDER

£ June 2016 »

Add Supply Order s T we Th Fr 5a

1 2 3 4
6 7 8 n 10 1
13 14 15 16 17 18

20 21 22 23 24
27 28 29 30




Supply Orders

You will notice after you click “Add Supply Order” the “Item Description”. This tells you
what is included in a student packet.

Edit HUNTER Class

Main Info Schedule Roster Timesheets Fina Supply Orders

© Add Supply Order

/ Packet Packets Needed by Order Order

Item Name Item Description Size Requested Date Date Status Actions
Hunter Student Packet Includes; (1) student registration form 8500-112, 1 40 4/18/2016 4/12/2016  Shipped m
Education (1) TABK card, (1) todays hunter student manual, (1) small game

Student Packet regulations and (1) conservation congress pamphlet.

You will also want to order Instructor Additional Course Materials which includes the exams,
and other items listed below. This should match your number of students so the
correct amount of test and patches are sent. packet | ackets | Needed by | order | Greer

Item Name Item Description Size Requested Date Date Status  Actions
Hunter Education  Hunter Education Instructor Additional Course Materials Includes; (1) 1 15 6/16/2016  6/9/2016 New i}
Instructor Course Roster, (1) Written Student Exam, (1) Instructor Copy Field Test,

Additional Course (1) Student Field Test Study Checklist, (3) Course Advertising Poster, (1)

Materials Student Graduate Patch, (1 per 25 students) Volunteer Hours Report, (1

per 10 students) Extra Student Safety Course Registration Card

Done



To add a student to your roster,

lick the blue r r rr r. - '
Click the blue roster tab to access your roste click the blue add student link.

Edit ARCHERY Class Enter their customer
ID number in the little
Maininfo  Schedule [EEGSOSM Timesheets  Financial  Supply Orders box that pops up, and
J then click “Add to
Student Roster Roster”.
Contact CID Paid Completed Certification Harvested Actions
BRENDA VON RUEDEN 727-681-645 | | O Yes ® No O m @1 Print Roster

Add Shedent

Customer |u| zEa1 1130

Save Updates

Instructor Roster

@ Add Warden & Add Instructor
Lead? Contact CID Status Actions Actions

] BRENDA VON RUEDEN 727-681-645 Active L]
brenda.vonrueden@wisconsin.gov
Phone: (608) 267-7509

Done

£ Print Roster

= Email All Instructors



After you click on the “Add to Roster” button, this is what your roster will look like.

You will see your newly added student under the

Edit ARCHERY Class

Main Info Schedule Timesheets

Financial upply Orders

student roster|section.

Student Roster

Contact CID Paid Completed Certification

BRENDA VON RUEDEN ] ]

727-681-645 ]

O Yes ® No

Save Updates

Instructor Roster

Harvested

© Add student

£ Print Roster

Actions

o

& Email All Students

£ Print Temporary Certificates

@ Add Warden @ Add Instructor

Lead?

|

Contact CID Status

BRENDA VON RUEDEN
brenda.vonrueden@wisconsin.gov
Phone: (608) 267-7509

727-681-645 Active

Actions

i

€4 Print Roster

= Email All Instructors


Presenter
Presentation Notes




To add an additional instructor to your roster, click on the blue Add Instructor link and enter their
customer ID number in the little box that pops up (just like adding a student). You will no longer
use instructor numbers to add them to your roster. It is important to add every instructor that

helps with your course to this roster

If you do not add
an instructor to
your roster, they
Maininfo  Schedule m Timesheets  Fhqncial  Supply Orders will not show up
on the TIMESHEET

Student Roster tab. The instructor

© Add Student )
Actions . .
Contact cID Paid Completed Cextification Harvested  Actions |nf0 rm at]on along

Edit ARCHERY Class

& Print Roster

BRENDA VON RUEDEN 727-681-645 O 1 1 o With the ClaSS

— = Email All Students
SCHEDULE all gets
€@ Print Temporary Certificates .
electronically
Instructor Roster Uploaded tO the
© Add Warden & Add Instructor TI M ESH E ET ta b

Lead? Contact CID Status Actions Actions

which is only
required for
hunter education
classes.

O BRENDA VON RUEDEN 727-681-645 Active L
brenda.vonrueden@wisconsin.gov
Phone: (608) 267-7509

4 Print Roster

= Email All Instructors



To Add a Warden to your roster: cIicH Add Warden

katelyn.juza@wisconsin.gov

BRENDA VON RUEDEN

Email All Students
727681645 [0 O
BRENDAVONRUEDEN@TDS.NET

£ Print Temporary Certificates

Save Updates

Instructor Roster

© Add Warden @ Add Instructor
Lead? Contact cip

O HEATHER GOTTSCHALK 000-189-324

Warden i}

Print Roster
heather.gottschalk@wisconsin.gov B Pri
Oa BRENDA VON RUEDEN

brenda.vonrueden@wisconsin.gov
Phone: (608) 267-7509

727-681-645 Active i} & Email All Instructors

Search by first name or last name or a couple of letters of both the first and last name to

find a Warden. You can also try to search by county. (Keep in mind some wardens my not
be up to date with the right assigned county. )

Add Warden

First Name Last Name County
heather got Select ﬂ
Clear

MName County

Mo Warden Records Found



Add Warden

Add Warden
First Name Last Name County
heather got Select ﬂ

Click on a row to select a customer.

County

HEATHER GOTTS5CHALK - DNR 000-1839-324 DODGE

Click on the wardens name once and it will add the warden to the roster.

LesdT - Confact M UE] SRatus ALTons
HEATHER GOTTSCHALK 000-159-324 Warden v} e T
Mathr QelENalofana s cndm, goy '
BREND® v RUEDEN P ol =l ALl i = i f
D e Wannusd eriBwWit COnEtin. g oy

Phaseiiad: {S0E 267 -TS0




Remember those yellow timesheets you had to fill out and mail in? Now all you have to do is
click the Timesheets tab and enter the hours in the pre-populated instructor list. Don’t forget to
click SAVE after you enter the hours for each instructor. If you do not add your additional
instructors to your roster, they will not show up on your timesheet and you will not be able to
record their time. Not to mention, they won’t get credit for helping with your class!

Edit ARCHERY Class

Main Info schedule Roster Financial Supply Orders

GOTTSCHALK, HEATHER

start End Location Hours

February 01, 2016 - 8:00 AM February 01, 2016 - 9:00 PM ONLINE ARCHERY ED KALKOMEY o

February 29, 2016 - 8:00 AM February 29, 2016 - 9:00 PM ONLINE ARCHERY ED KALKOMEY o

VOMN RUEDENM, BREMDA

start End Location Hours

February 01, 2016 - 8:00 AM February 01, 2016 - 9:00 PM ONLINE ARCHERY ED KALKOMEY >
February 29, 2016 - 8:00 AM February 29, 2016 - 9:00 PM ONLINE ARCHERY ED KALKOMEY 5

Wardens|are showing up on the TIMESHEET right now so you need to enter a O (zero) for the

wardens time. If you have an instructor who is listed on the roster but didn’t help with one of
the dates, you need to enter a 0 (zero) for their time to be able to complete the class.



When your course has been completed, you will need to submit the roster and course
fees. First, start with the roster. Click on the Roster Tab.

FOR EACH STUDENT on your roster, you
will need to check the following boxes
in order to certify your students.

The “Paid” check box is optional and for
you to use to keep track of your
students of who has paid and who
hasn’t. Not a required field.

The “Completed” box is used for you to
check if you student has fully
completed your course.

The “Certification” box is where you
actually certify your student. Did the
student “Certify” YES or NO.

YES simply means they will receive
certification once you submit your fees.

NO means they will not receive
certification and that the student may
have “Completed” your course ,
however they did not meet the
requirements of certification either by
not showing up for class or failing but
already paid for the class.

Always CLICK Save Updates when you
make changes to these boxes.

Edit ARCHERY Class

nesheets

Financial

Supply Orders

Main Info Schedule @

Student Roster

Contact

KATELYN JUZA

cip

katelyn juza@wisconsin.gov

BRENDA VON RUEDEN

BRENDAVONRUEDEN@TDS.NET

Save Updates

Instructor Roster

Lead?

|

O

Contact

HEATHER GOTTSCHALK
heather.gottschalk@wisconsin.gov

BRENDA VON RUEDEN
brenda.vonrueden@wisconsin.gov
Phone: (608) 267-7509

IPa|d ICompIeted ICemflcation

IHarvested Actions

310-923-651 O

727-681-645 O

O

O

O ves ® No [ o

OvYes®@nNoe O o

© Add Warden @ Add Instructor

cip Status Actions
000-189-324 Warden i
727-681-645 Active m

© Add Student

Actions

£ Print Roster
Email All Students

1 Print Temporary Certificates

£ Print Roster

Email All Instructors



What does Lead? mean in the Instructor Roster?

LUlL ANV IRV wiIuao

Main Info Schedule Timesheets Financial Supply Orders

Student Roster

Contact CID Paid Completed

KATELYN JUZA | Il

katelyn.juza@wisconsin.gov

310-923-651

BRENDA VON RUEDEN
BRENDAVONRUEDEN@TDS.NET

727681645 [0 [

Save Updates

Instructor Roster

Lead? Contact ciD

[l HEATHER GOTTSCHA! 000-189-324
heath alk@wisconsin.gov
v BRENDA VON RUEDEN 727-681-645

brenda.vonrueden@wisconsin.gov
Phone: (608) 267-7509

Certification

Harvested

O Yes ® No [

O Yes ® No [

© Add Warden © Add Instructor

Status

Warden

Active

© Add Student

Actions

o

o

81 Print Roster

= Email All Students

€81 Print Temporary Certificates

Actions Actions

m

o

£ Print Roster

& Email All Instructors

When Printing
Temporary
Certificates for your
students the system
defaults to the first
instructor listed on
the roster.

If you are the lead
and you want your
name to print on the
“Temporary
Certificates” check
the box in front of
your name and then
Print the
temporaries.

The check mark will
not stay there. It
will disappear after
you print.



When you have completed your student roster, click on the [Financial Tab.

Edit HUNTER ADULT ONLY Class

Main Info Schedule Roster Timesheets Financial Supply Orders

Finalize Class

Please validate the class roster is accurate before finalizing the class as it will perform the following actions:
* Class Roster will be submitted with today's date as the completed date
* Safety Education certification achieved for this class will be added to all students listed on the roster that completed the class
* Instructor class history and awards will be updated for all the instructors on the roster

Roster Size 1
Submitted Fees  $10.00
Instructor Fees  $0.00
Min DNR Amount  $5.00
Total Amount Due  $10.00

Instructor Fees 0 Update

[J 1 certify that the information | have provided is trug/to the best of my knowledge and | understand
that | may be required to verify the information upon request. | understand that any false, misleading,
or missing information may result in revocation of/my instructor certification. Required

You will see a list of fee requirements with total
amount due at the bottom. If you are claiming any
instructor expenses/fees, enter that amount in the
instructor fees box and click Update.



After you’ve updated your instructor fees, check the box next to the disclaimer and
click submit.

Edit HUNTER ADULT ONLY Class

Main Info Schedule Roster Timesheets Financial Supply Orders

Finalize Class

Please validate the class roster is accurate before finalizing the class as it wHf perform the following actions:
* Class Roster will be submitted with today's date as the completeddate
* Safety Education certification achieved for this class will be added to all students listed on the roster that completed the class
* Instructor class history and awards will be updated for aHf'the instructors on the roster

Roster Size 1 Instructor Fees 0 Update
Submitted Fees $10.00

Instructor Fees  $0.00
Min DNR Amount  $5.00
Total Amount Due $10.00

| certify that the information | have provided is true to the best of my knowledge and | understand
that | may be required to verify the information upon request. | understand that any false, misleading,
or missing information may result in revocation of my instructor certification. Required

B Doing so should bring you to a page that asks for your credit card/payment
information. Fill out your payment information and click on submit.



WI DNR Recreational Safety Warden
Administrative Areas
Morthern Region - West
. . . Mark Little (715) 6354112
For assistance your first point 810 W Maple St
Spooner Wi 54801
Mark. Little@wi.gov
of contact should be your RSW, : ' - Nortern Refon ~E i
. P 1_:',_. Vacant(715) 6234190 ext. 3109 223 F
(Recreational Safety Warden) Steinfest R4
j Antigo W1 54409
Mark Little - Volunteer Instructors
Byt Jeremy Cords - Rec Vehicle Patrols
e Ashland |_Ir|:ﬂ
| Vias Mortheast Region - North
Bumstt Wésshbum Sawyer I [ Jeremy Cords (920) 662-5129
| B T For=nce 2984 Shawano Ave.
e Price Onelts — Green Bay WI 54:}'3-0146
ol | o — Fonzst Jeremy. Cords{@wi.gov
- Bamon -
Hunter, Archery Education —
’ y - Taylor
608-267-7509 sCux || Cipem
Curn
S | | Clalre Clark
Boat, Snowmobile & ATV o | L, oo |
M Jackson
Education
e | MNortheast Region - South
608—266—2142 :I'Yn"E;tC?"ItI’G Rﬁeg on - Morth . ('jm wannebago | " Heather Gottschalk
Vacant (715) 839-3717 aCmese  Monmoe 1 - T —r (9207948-4818
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	Answer the question are you a United States citizen?
	You can search your account one of three ways.  By CID #, by SS# or by DL#�Click the – or + sign to the right to expand the search type you plan to use.
	You should see the screen below after you search for your account. Click Next 
	You will see the Preferences and Residency page next. Answer the questions and click Next 
	Next you will view your personal information and will be required to enter an email address and any other required fields, click the “Edit” button to make changes if need be otherwise click “Yes” to continue.�
	Slide Number 7
	The main portion of your instructor dashboard will be your classes lists.
	The create a class link will prompt you to choose the program you wish to instruct.  Select the program, then click next.  Only the certification type you are actively certified in will appear in the drop down list.
	The reserved number of seats section is there for you to save seats if you have a waiting list. If you do not have a waiting list, I suggest leaving the reserved number of seats section at 0. �
	Slide Number 11
	You will need to manually add each class period to your Schedule tab to ensure you are insured from the time your course begins to the time it ends – each and every day you will be having class.
	When you click the add class period link, this small box will pop up
	Here is an example of a what a class SCHDULE could look like. �Each line can be edited once you add the start and end times and location.  Just click on the pencil/paper edit tool to the right, or if you want to delete a line click on the Trashcan tool. 
	Supply Orders
	Supply Orders
	Supply Orders
	Supply Orders
	Enter their customer ID number in the little box that pops up, and then click “Add to Roster”.
	After you click on the “Add to Roster” button, this is what your roster will look like.  You will see your newly added student under the student roster section.
	To add an additional instructor to your roster, click on the blue Add Instructor link and enter their customer ID number in the little box that pops up (just like adding a student).  You will no longer use instructor numbers to add them to your roster.  It is important to add every instructor that helps with your course to this roster 
	To Add a Warden to your roster: click Add Warden
	Add Warden
	Remember those yellow timesheets you had to fill out and mail in?  Now all you have to do is click the Timesheets tab and enter the hours in the pre-populated instructor list.   Don’t forget to click SAVE after you enter the hours for each instructor.   If you do not add your additional instructors to your roster, they will not show up on your timesheet and you will not be able to record their time.  Not to mention, they won’t get credit for helping with your class!
	When your course has been completed, you will need to submit the roster and course fees.  First, start with the roster.  Click on the Roster Tab.
	What does Lead? mean in the Instructor Roster?
	When you have completed your student roster, click on the Financial Tab.
	After you’ve updated your instructor fees, check the box next to the disclaimer and click submit.
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