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You have three optlons here:

1) DNR Account Lookup — Use this if you haven’t created an account. An account is not required to use this system.

2) Sign in to your account — Use this option if you created a username and password

3) Create a new account — Creating a new account is not required to use this system. You can log in each time
selecting the DNR Account Lookup option

OR

If you forget your
password you can click
here to reset it!




!nce you are logged in: you will see this page, '

click NEXT



!references and Residency, enter your options '

click NEXT
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Review Summary, this is where you can update your
personal information
click Edit if edits are necessary, or Yes to continue

N

N



Your Homepage:

—

Print your safety certificate here!
This will open a PDF file of your safety certifications.

— Important notices

/

Student Dashboard — list the certifications you have
taken as a student (this has nothing to do with your
instructor account)

Instructor Dashboard — is the key to your instructor
profile. This is where you will manage your safety
education classes! Enter your class Main Information,
Schedule your class sessions, enter Supply Orders,
manage your class student and instructor Roster, enter
volunteer hours on the Timesheets (hunter ed only)
and finally submit your class Financials
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Instructor Dashboard

Create yourclass
Ed it your class

Enron In a recertification workshop



* Error No courses found for this instructor

If you happen to get this error when
creating a new class, click the

N Certification Type down arrow and it
will go away after you select your

certification type.

Next Choose your Course and
then click NEXT



Create Class

7 Chose the County of where the class will take place.

Class Description field is for special instructions only. DO
NOT enter your class dates here!

Primary Contact: Your name
should default here. Email
address, and phone number are

M required fields.

X Display? You must display your
contact information by choosing
Yes, if you leave it NO it will not
display online.

‘ Shipping Address: is where your

class materials will be shipped to. It
will most likely default to your home
address. If you want the materials
shipped elsewhere you must enter
that address here.

Class Price: Enter 10 for your class price. (Do not use special characters such as a
\ dollar sign($) or decimals points (.)
Allow Online Registration: by setting your max number of students this will

dto be automatically allow students to register for your class and put them on your class
roster so you don’t have to. Once you meet your Max Number of students that can
enroll it will pull the class from the web so no more students can enroll.

Reserved Number of Students: At this time the Reserved Number of Students
option is not working correctly. It is a known bug and they are working on it.

Is class full? and
removed from the web?
Select YES.



Create Class

Click Save once you've entered
all your classes Main Info.

—

A class number will be assighned <—



Class Schedule

Click on the Schedule
tab to add class

. 2

Click “Add Class Period”
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Class Schedule

3 Click the Calendar icon




Class Schedule

Choose your class Start Date by

clicking on the date. \

Click on the Clock icon to enter

your start time.\



Click on the hour to change the hour
and click on the minutes to change your
minutes.

Click on AM to change to PM and PM to
change back to AM.

Class Schedule




Class Schedule

7

Repeat Class Schedule Steps”
1-6 to enter your End Time



Class Schedule

Url is for you to link to a map of the——>
location of your class or to a web
address.

Location of your class _—



Class Schedule

Click Save

Enter Address

Enter City

Enter State

Enter Zip




“Class Schedule

Your first class session is complete, but in order for your class to display on the upcoming class
public website you MUST enter each class session.
Click “Add Class Period” again to enter your next session.



e

Class Schedule

enter your start and
end times, steps 4-7

Click Copy Last Location to autofill the location fields!

Click Save and your next session is now added.



Class Schedule

Reminder: you must enter each class session that is going to take place. If
you do not enter your class schedule correctly it WILL NOT display on the
upcoming classes website. https://gowild.wi.gov/customers/safetyedclass



https://gowild.wi.gov/customers/safetyedclass

e

Sample Class Schedule

e Here is an example of a what a class SCHDULE could look

like.
Each line can be edited or deleted

e edit tool (pencil/paper icon)
e delete tool (trashcan)



Supply Orders

Your third step after entering the MAIN Info and SCHEDULE is to order your class supplies.
You will notice a SUPPLY ORDERS. This is where you ORDER your student packets
(We've requested a system changeto have this tab listed as the third tab instead of the last.)

CLICK on + Add Supply Order

l



Supply Orders

%

In this list you will see different items you can order.

A pop up box will display with
a drop down arrow.

You will be able to “Choose
Supply Item” from this drop
down list.
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Supply Orders

/ﬁ

Enter your number of packets
requested.

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

Then CLICK “ADD SUPPLY ORDER



Supply Orders

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

You will also want to order Instructor Additional Course Materials if the option is there, 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.




Roster

Add
student

Enter the
customer ID
number




“Roster - student

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 thgq student roster |[section.




Roster - instructor

To add an additional instructors to your roster, click on the Add Instructor link and enter
their customer 1D number in the box that pops up (just like/adding a student).

(Instructor numbers are no longer valid in this system you mpust use DNR Customer ID
numbers.)

*** |f you do not add
an instructor to your
roster, they will not not
get credit for years of

service.

*** Timesheet is only
required for hunter
education classes.




To Add a Warden to your roster: click Add Warden

Search by first name or last name or a couple of letters of both the first and last name to
search for a Warden. You can also try to search by county. (Keep in mind some wardens my not be
assigned to the correct county. )
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Add Warden

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




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!

Wardens [show up on the TIMESHEET right now so If you have a warden and an instructor who is listed on the
roster but didn’t help with one of the class sessions, you need to enter a O (zero) for their time to be able to
complete the class.




INallZe Roster

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
completed your course.

The “Certification” box is how
process certification to your
students customer account. 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.

NOTE: If you have a student who paid but didn’t show you must add them to
the roster as completed but NO certification.

NOTE: If you have a student who did not pay and did not show up, delete
them from your roster.




What does Lead? mean?

/

NOTE: 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. If
you do not check a box it will default to the first instructor listed on the roster.

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



INancia

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

If you are claiming any instructor
expenses/fees, enter that amount here
and click Update.

NOTE: Submitting payment with the completed roster via the Financial Tab. Instructors are getting a confirmation number
WINSEIOO00 , but the class is still showing up as “open” and no certifications are processed.

Workaround: Typically, this is a result of the instructor closing out of the browser after completing the payment through the
e-payment gateway and not clicking the button stating “You must click continue to go back to the Go Wild site.” When
the instructor fails to complete the full process the class remains OPEN and the transaction INCOMPLETE. Reconciliations are

being run on a weekly basis and we are requesting data fixes as needed.




INancia

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

Next page will ask for your credit card or banking payment
information. Fill out your payment information and click on submit.

****Einal step after submitting payment:
“You must click continue to go back to the Go Wild site.”
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For assistance your first
point of contact should be
your RSW,
(Recreational Safety
Warden)

Hunter, Archery Education
608-267-7509

Boat, Showmobile & ATV

Education
608-266-2142
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