
 MyPGS Help Guide
Create a Course

3. The Course Approval Home allows you to either
create new courses or search for existing courses.

2. Click
“Course Management”.
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

a. To create a new course
Click “Course Projects”.

b. Click “New” and select
“Instructor Led Course”.
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c. Complete the form up to
“FOR PD USE ONLY”.



The School District of Osceola County

4. Click “Create Instructor
Led Course”.
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5. Navigate to the right side
of the screen and click “Set
Locations”.

Important Note: 
“Availability” defaults to “Osceola”. 

Your course will be available District-wide. To adjust the Availability: 

a. Click “Select type” and
select “Individual
School/Department”.

b. Click “Category” and
select “District” for a
department or “School”.



d. Click “Add”.

The School District of Osceola County

c. Select appropriate School
level and Individual School
from drop down lists.

Important Tip: 
You must remove the Osceola default from the availability. 

Otherwise, the course will remain available district-wide.

e. Select the box for
“Osceola”.

f. Click “Remove Selected”
and Click “Done”.

Updated: August 2024

Example using a School:

Verify Availability only lists desired location.
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6. It is not required to set
“Required Demographics” or
“Recommended
Demographics”. 

This is only needed on rare
occasions.

7. Click “Set Restricted”.

Important Note: 
It is not required to set “Restricted Demographics”, however some courses only apply to

certain roles. To adjust Restricted Demographics:
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a. Click box to set the correct
demographics.
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b. Click “Enable” and then
Click “ Done”. 
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Important Note: 
A course number is generated. You will need to reference this number in the future.

Verify Course Details are correct and click “Done”

8. Click “New Section”.

a. Complete appropriate
fields.
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b. Set the “Start” and “End
Date”.

c. Set the "End of
Registration Date" to the
deadline after which
participants cannot self-
enroll.

d. Set the “Start” and “End
Time”.

e. Select “Funding Source” if
participants receive
stipends.

f. Click “Create”
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Important Note: 
A section number is generated. You will need to reference this number in the future.



b. Select the box next to
instructor’s name and click
“Add User(s)”.

9. Click “Instructors”.
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a. Search for instructor by
name.

Repeat step a and b if there are additional instructors. 

c. Click “Done”.

10. Click “Section Date and
Time”.
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a. Click “Add A New Class
Time” and the time you set for
the course will automatically
populate.



b. Click “Save & Exit” and verify
“Class Times” has been
updated. 
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c. Click “Done”.

11. Click
“Course Management”.
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12. Click
“Course Projects”.

13. Click
“Submit for Review”.

For additional information, reference the Help Guide - Manage Courses.


