
 MyPGS Help Guide
Manage Courses

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

3. Click “Approved Courses”.

4. Once “Status” is a green
check, it is approved, and
you can continue.

Important Tip:
If the status is “Denied”, open the course and read the “Comments” to know what to update

and resubmit for approval.
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There is a “Status Key” to
explain the various stages.



6. Scroll down to “Sections”
and select the dropdown list
to “View Roster”.

The School District of Osceola County

5. Click dropdown arrow and
select “Manage Course”

7. Click “Add Learner”

a. Search for participant.
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b. Click box for participant
and then click “Add User(s)”.



a. List the employee ID
numbers in the “Input the
identifiers” box and click
“Preview”.
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Repeat step 7 as needed for additional participants.

Important Tip:
When adding a large number of participants, and you have their employee ID numbers,

you can follow the steps below to add participants in bulk. Otherwise, skip to step 9.

8. Click “Add Learner
Advanced”.

b. Verify “User Preview” and
click “Add # Users” if correct.
Otherwise click “Cancel”.
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Important Tip:
Add Learner Advanced option requires processing time. The following two messages will

appear on the course “Section Roster”. 
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c. When the course has been
updated you will receive an
email informing you that the
participants have been added. 

9. Click “Sign in Sheet”.

Important Tip:
Once your roster is complete, or it is time for your training, print the sign in sheet.

Example:

10. Click “Print”.
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