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This guide is designed to assist instructors and managers with navigating the Genius 
platform. On Genius, both instructors and managers are categorized under the label 
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Switching Between Accounts: 

Switching from 

Switching from 
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Creating Sections (The NEW PFN 9 and PFN 10): 
All POST-

will no 

screen.

- Steps 1 and 2: 

Step 3
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Steps 1 and 2

Important Note: -populate for 
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to select the course under the drop-
example is below.

All items highlighted in blue
these items are completed.

 populates on the 

  
 Instructor:  
 Status:  
 : This is not blue. 

-

edit it.
 Term -

 
 Cap -populates 

 
Start Date and End Date

-
Duration (days): This will auto-

Enroll By Date

Location

Price
 Credits -
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 Attendance Measure

 LMS: Please select “Use this LMS to Create a Section.”
 

 LMS Course ID  
 External Code

External Link
Delivery blank.
Competencies
Completion Formula
Highlighted

 Available for Registration -

 
 Enable Waiting List

 
 Notes
 Delivery Method: This indicates how the course will be delivered. The following 

options are as follows: 
o Agency Face-to-Face

person. 
o Agency Online
o LETA Face-to-Face

 
o LETA Online  

 POST Instructor Name

 Add a Meeting Time

blank too. 
 Save

training section. 
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select “Instructor,
POST
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Enrolling Learners:

training. The three options are self-

- Self-enrollment -
making the registration available, learners can self-enroll from their own learner 
dashboard.

- Bulk Action: This allows instructors or managers to bulk enroll learners from their 

- Importing a CSV File

-trainin

Important Notes: 

have a checkbox next to their name.
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Tips: 

name, which will shorten the number of learners that 

Step 1 “

Step 2
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Step 3
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Step 4 r learners to enroll. 

Step 5 .   
Step 6: indow will pop up. .  
Step 7: Select Section.  
Step 8: 
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Step 1
Step 2a: 
see the number of enrolled learners.
Step2b: 
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Step 3: 

ccessful 

guide.
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Step 4: 
course, and the learners that completed, 

dropped, or failed the course.

Completing Learners in a Section: 

. 

- Bulk Actions under Enrollments: 

- Editing Learner under Sections: learner. 
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- Importing a CSV: 

This is the only method you can use if 
you are cross-training with a learner from another agency.

Step 1: .

Step 2: .

Step 3: .  

Step 4: Select Section.  

Step 5: 



Page | 18

Steps 6 and 7:   

Steps 8 to 12
the student earned

Important Note must be entered for the learner to receive POST credit 
hours

-
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Important Note
status change the 
number of POST credit hours received
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Steps 1 and 2

Step 3 .

Step 4: 
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Steps 5, 6, and 7 up. current 
grade slot

Important Note
receive the training hours. 



Page | 22

 

agencies.

 

- Username

- Section

- Status

-import to complete the 
learners. 

- Start Date  
- End Date  
- Exit Date  
- Grade  
- Assignments: .  

Important Notes: 

If you make a mistake with one user after submitting, DO NOT upload the same CSV 
with every student again after correcting your error. Only import a CSV with the 
corrected individual. Failure to follow these instructions will result in duplication of 
training records. 

Please keep the assignment columns clear. 

ALWAYS keep a copy of your CSV for your records!!  

Step 1: . 
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Step 2: le .  

Steps 3, 4, 5, and 6: 

TIP . 
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TIP: “Sections tab. 

Dropping Learners from Training:

from the 
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- Bulk Actions under Enrollments: 

dates.
- Editing Learner under Sections: drop an individual learner.  

Important Note: 

reason for dropping the learner. Options for dropping a student are: 

-
- rse is not interesting
- 
- 
-  
- Selected the wrong course 
- Student decision 
- Wrong student

  
Step 1:  

Step 2  

Step 3  

Step 4: Select Section. 

Step 5  
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Steps 6 and 7 drop
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Steps 8 to 12: 

Steps 1 and 2 drop.  
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Step 3

Step 4: drop. 
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Steps 5 to 9 up. 
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Marking Learners “Unsuccessful” from Training: 

ss the 

 

Important Note: 

 

Step 1:  

Step 2  

Step 3  

Step 4: Select Section. 

Step 5  
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Steps 6 and 7 mark unsuccessful 
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Steps 8 to 11
unsuccessful

Steps 1 and 2 mark 
unsuccessful.  
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Step 3

Step 4: mark unsuccessful. 

Steps 5 to 8
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Submitting a New Course for POST Approval (PFN8):

application before it.
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N
Step 1: arrow on the application

Step 2: “

Important Note when completing the process. The lock 

Step 3
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Step 4

Step 5
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Step 6 -up window opens. 

Important Note: After hitting submit the second time, another window will pop up telling 
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Step 7

Step 8 “

Step 9: cknowledging whether
. 

Step 10
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Step 11: -up window opens.
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Step 12

Step 13

Step 14
into the text box

Important Note: The course curriculum should include the following: the date and location 

rse outline for each 

Step 15
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Step 16 -up window opens. 

Step 17: 



Page | 42

Step 18

Step 19: ing submitted a curriculum with all 

Step 20: 
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Step 21: -up window opens.

Step 22

Step 23
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Step 24: 

Important Notes: 

Step 25   
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Step 26 -up window opens.
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Step 27

Step 28

Step 29: ing submitted presentation 
material. 

Important Note .   

Step 30: 
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Step 31: -up window opens.

Step 32: 
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Step 33

Step 34: 
bio -

Step 35: 



Page | 49

Step 36

Step 37 tart Attempt
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Step 38: 

Step 39
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Step 40
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green check marks. 

After submission, t has
go to create a section and look in the course drop-

Step 1

Step 2: 
If 

 Step 3. 
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Step 3: 

Step 4: The “Attempt 

Step 5
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Requesting POST Credit:
r

credit for out-of-state training and conferences through on the 
left side of dashboard. 

Step 1

Step 2
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Step 3: Put the start date of the conference or training.

Step 4: Put the name of the conference or training. 

Step 5: who

Step 6 -of-state 
training.   

Step 7

Important Note
participated in the conference or training. 

Step 8

Step 9
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Step 10
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Frequency Asked Questions: 
Q:
A:

Q:
A:

Q:
A:

Q:
A:
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available on the POST website.

Q:
A:

Q:
A:
in the status column. 

Q: -of-
A:

 

Q: -of-  
A: 

 

Q: 
 

A: 
training. 

Q:  
A:
course.

Q:
A:

Q:
A:

 

Q:
A: 
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Q:
A:

Q:
A:

themselves.

Q: I receive emails s email is . Are these real 
emails
A it is a fake email 
associated with the fake instructor, “Post Instructor.  Therefore, students shall contact the 
actual instructor of the course and not email .  


