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How to Document a Classroom 
Only Training

4



Sign In to My Account
Go to www.crisisprevention.com

1. Click on “My Account” in the upper right corner

       Sign in to your account 1

5

http://www.crisisprevention.com/


Dashboard

1. On the top panel, click on “Classes”

1

After signing in to your account, you will see the Dashboard
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Create the Class

1. Click on the “+ Create Class” button

1
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Create the Class
1. Enter a name for your class

2. Select the name of the Primary Instructor from the drop-down list

3. If another instructor helped support this training, click “+ Add Instructor” and select their name from the drop-down list

• If there were multiple co-instructors, click “+ Add Instructor” for each of them

4. Select the CPI program you trained

• You will only see programs that you are certified to train

1

2
3

4
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Create the Class

1. Select which participant workbook you used

2. Select if there was any additional content

• Selections are based on instructor qualifications

3. Select the type of training that was delivered

4. Enter the date of the class and the initial hours

• If training was delivered over multiple days, click on 
“+ Another Day” to add additional dates and hours

5. Select how long the training is valid 

• This should align with your organization’s policies 

and standards

• CPI recommends a training be valid for 6-12 months

1

3

2

4

5
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Create the Class

1. Select the “Classroom Only” training format

• Select how the classroom portion 

was conducted

2. Select which physical skills participants 

learned

3. Click on “Create Class” to create the class

1

2

3
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Create the Class
In each class you can add notes

1. Select either “Class Details” or “Participants”

2. Click on the “Class Notes” button in the upper right-hand corner

3. A box will appear where notes can be placed

4. Click “Save Notes” to save your information

1

2

4

3
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Add Participants
After your class has been created, you will be directed to enter your participants

You can add participants two different ways:

1. You can add participants individually

2. You can import a file that provides participant information

1

1

2
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Add Participants Individually
On the Add Participant screen, you will see a list of all participants previously trained within your organization

1. To add participants previously trained you can:

• Search by their name, email or external ID

• Scroll to find each participant’s name

2. Click on “Add to Class” to add that participant to the class

3. If all participants have been added, click “Done”

Otherwise, you can create new participants (see next slide)

1

2

3
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Add Participants Individually

1. If you need to add a new participant or if a participant is not listed, click on “Create Participant”

2. Enter the participant’s first name, last name and select your organization

3. Click on “Create & Enroll Participant” to add the participant to the class

4. Once all participants are enrolled, click on “Done”

1
2

3

4
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Import Participants 1

2

3 4

1. To import a file, click on “Import Using A File”

2. Select your organization from the drop-down menu

3. If you have a file ready to import, click on “Choose 
File”

4. If needed, you can download a template that follows 
the preview format. Click on “Download Template”

• When importing your file, make sure that it 
follows the format shown below in the preview

5. Once your file has been added, click on “Import 
Participants”

515



Enter Blue Card
TM

 Numbers and Submit Your Training

1. The final step to document your 
training is to enter each participant’s 
Blue CardTM ID number and select 
their pass/fail status

2. If you need to make a change to a 
participant, click on the box containing 
three dots to either:

• View/Edit participant 
information

• Submit an individual  
participant’s training record

• Remove the participant from 
the class

3. Once participant Blue CardTM ID 
numbers and pass/fail statuses have 
been entered, click “Submit All 
Records” to submit your class

1

2

3
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Export Class Details (optional)
To receive detailed information on your classroom training, you can export a file

1. Click on “Export List”

An excel file will be downloaded that holds information containing:

• Name

• Email

• External ID

• Organization

• Course

• Status

• Blue Card ID

• Instructor

• Training Format

• Version

• Hours

1

*Note – the Excel file has two tabs, one with class information, the 

other with participant information
17



Download/Print Documents

If needed, you can download and print: 
Verification Letters, Training Records and 
Certificates once the class is submitted

1. Select “Classes”

2. Select a class by clicking on its 
name

3. Select the document you wish to 
download/print 

1

2

3
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How to Create and Document a 
Blended Training

19



Sign In to My Account
Go to www.crisisprevention.com

1. Click on “My Account” in the upper right corner

       Sign in to your account 1

20

http://www.crisisprevention.com/


Dashboard

1. On the top panel, click on “Classes”

1

After signing in to your account, you will see the Dashboard
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Create the Class

1. Click on the “+ Create Class” button

1
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Create the Class
1. Enter a name for your class

2. Select the name of the Primary Instructor from the drop-down list

3. If another instructor helped support this training, click “+ Add Instructor” and select their name from the drop-down list

• If there were multiple co-instructors, click “+ Add Instructor” for each of them

4. Select the CPI program you trained

• You will only see programs that you are certified to train

1

2
3

4
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Create the Class

1. Select which participant workbook you used

2. Select if there was any additional content

• Selections are based on instructor qualifications

3. Select the type of training that was delivered

4. Enter the date of the class and the initial hours

• If training was delivered over multiple days, click on 
“+ Another Day” to add additional dates and hours

5. Select how long the training is valid 

• This should align with your organization’s policies 

and standards

• CPI recommends a training be valid for 6-12 months

1

3

2

4

5

24



Create the Class

1. Select the “Blended (Online Course + Classroom)” training format

2. Select which Learning Management System will be used*

• Your company’s LMS

• CPI’s LMS

3. Select how the classroom portion will be conducted

1

2

3

*Note – “My Company’s LMS” option will only appear if your organization has its own LMS
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Create the Class
1. If you are using CPI’s LMS, you will be prompted to select the following:

• Online course language

• Which organization the seats should be used from

1
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Create the Class
1. Select which physical skills participants will learn

2. Click on “Create Class” to create the class

1

2
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Create the Class
In each class you can add notes

1. Select either “Class Details” or “Participants”

2. Click on the “Class Notes” button in the upper right-hand corner

3. A box will appear where notes can be placed

4. Click “Save Notes” to save your information

1

2

4

3
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Add Participants
After your class has been created, you will be directed to enter your participants

You can add participants two different ways:

1. You can add participants individually

2. You can import a file that provides participant information

1

1

2
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Add Participants Individually
On the Add Participant screen, you will see a list of all participants previously trained within your organization

1. To add participants previously trained you can:

• Search by their name, email or external ID

• External ID is related to an individual’s company ID number

• Scroll to find each participant’s name

2. Click on “Add to Class” to add that participant to the class

3. If all participants have been added, click “Done”

Otherwise, you can create new participants (see next slide)

1

2

3
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Add Participants Individually

1. If you need to add a new participant or if a participant 
is not listed, click on “Create Participant”

2. Enter the participant’s first name, last name, email 
and select your organization

3. Click on “Create & Enroll Participant” to add the 
participant to the class

4. Once all participants are enrolled, click on “Done”

1

2

3

4
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Import Participants 1

2

3 4

1. To import a file, click on “Import Using A File”

2. Select your organization from the drop-down menu

3. If you have a file ready to import, click on “Choose 
File”

4. If needed, you can download a template that follows 
the preview format. Click on “Download Template”

• When importing your file, make sure that it 
follows the format shown below in the preview

5. Once your file has been added, click on “Import 
Participants”

5
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Add Participants

• Note: When participants are added to a blended class, they 
immediately receive an email that contains a link to their online 
modules

• Once a participant opens the module, they have 90 days to 
complete it

33



How to View Online Module Completion Status

1. You can view the status of participant’s online 
module completion at any time by clicking on 
“Participants” 

2. Progress will be shown under “Online Course”

• Online module progress will show after 
participants complete the first module

1

2
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Enter Blue CardTM Numbers and Submit Your Training
Before entering Blue Card numbers, you need to locate the blended class you have entered 

1. Locate the class you have entered and click on the name of the class

1
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Enter Blue Card
TM

 Numbers and Submit Your Training

1. The final step to document your 
training is to enter each participant’s 
Blue CardTM ID number and select 
their pass/fail status

2. If you need to make a change to a 
participant, click on the box containing 
three dots to either:

• View/Edit participant 
information

• Submit an individual  
participant’s training record

• Remove the participant from 
the class

3. Once participant Blue CardTM ID 
numbers and pass/fail statuses have 
been entered, click “Submit All 
Records” to submit your class

1

2

3
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Export Class Details (optional)
To receive detailed information on your classroom training, you can export a file

1. Click on “Export List”

An excel file will be downloaded that holds information containing:

• Name

• Email

• External ID

• Organization

• Course

• Status

• Blue Card ID

• Instructor

• Training Format

• Version

• Hours

1

*Note – the Excel file has two tabs, one with class  information, the 

other with participant information
37



Download/Print Documents

If needed, you can download and print: 
Verification Letters, Training Records and 
Certificates once the class is submitted

1. Select “Classes”

2. Select a class by clicking on its 
name

3. Select the document you wish to 
download/print 

1

2

3
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How to Move a Blended Class to 
the Class Management and 
Documentation Workflow

39



Sign In to My Account
Go to www.crisisprevention.com

1. Click on “My Account” on the upper right corner

Sign in to your account 1

40

http://www.crisisprevention.com/


Dashboard

1. On the top panel, click on “Classes”

1

After signing in to your account, you will see the Dashboard

41



Locate the Class to Move 

Blended classes created prior to the introduction of the new Workflow (December 11, 2024) do not appear as an “Active” or “Archived” class. 

Instead, you must locate them from the “CPI Learning History” list and move them to the new Workflow.

1. Select “View Prior CPI Learning History”

1

42



1. Once you’ve located the class you want to move, select the “Document Class” button

2. Ensure the date of the class is correct, add the initial training and refresher hours

3. If the class was more than one day, click on “+ Another Day” to add additional dates

4. Click on “Update Class”

1

Locate the Class to Move 

2

3 4
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Move the Class
1. When collecting additional class details, you may be asked to select the exact program you delivered

• For example, if you taught Nonviolent Crisis Intervention, you will be prompted to select the program type 
with any specialty topics

2. Once you select the program, be sure to enter the date of the class, initial hours and any refresher hours

3. Make sure to click “Update Class”

1

2

3
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Move the Class
Once converted, you cannot make changes to the following items:

• Primary Instructor

• Class Name

• Participant Workbook

• Training Format

45



Move the Class
1. Select the Physical Skills that were used 

in the class

2. Make sure to click “Save Changes”
1

2
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Move the Class
1. You will now need to enter each participant’s Blue 

Card ID, their pass/fail status and the type of 
training (initial or refresher)

2. Click on the ellipses if you need to

• View/edit a participant

• Submit their training record

• Re-send the enrollment email

• Remove them from the class

3. Select “Submit All Records” 

1

2

3
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Class Administration and 
Reporting

48



Sign In to My Account
Go to www.crisisprevention.com

1. Click on “My Account” in the upper right corner

       Sign in to your account 1
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http://www.crisisprevention.com/


Dashboard

1. On the top panel, click on “Classes”

1

After signing in to your account, you will see the Dashboard
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Locate Active Classes
1. Active classes are automatically displayed

• Active classes are those that have not reached their expiration date chosen at the time of class creation

2. Active classes display in date order, they can be sorted alphabetically as well

1

2
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Locate Archived Classes
1. Archived or expired classes will be shown here

• Archived classes have surpassed their expiration date that was chosen during class creation

• No edits or changes can be made to archived classes

1
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Edit an Active Class
1. To make changes to an Active Class, click on the name of the class you would like to edit

• Classes without a blue check mark are pending and have not been submitted

1
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Edit an Active Class

1. To edit an active class, click on “Class Details”

• You can make select changes to pending and 
submitted classes including:

• Class name

• Type of Training

• Date of Class

• Initial Hours

• Physical Skills

• Participants

2. Make sure to click “Save Changes”

1
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Add Participant(s) to an Active Class
1. If additional participants need to be added to a class, click “Participants”

2. Select “Add Participant” to enroll additional participants

1
2
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Modify Participant Information
1. To make modifications to an enrolled participant, click on the three dots and select “View/Edit Participant”

1
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Modify Participant Information
1. Click on “Edit Participant Info”

2. Here, you will be able to edit the participant’s:

• Name

• Email

• Organization

• External ID

3. Click “Save” to save your changes

2

31
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Remove Participant(s) from an Active Class
1. If you need to remove a participant from a class, click on “Participants”

2. Click the ellipsis on the far right-hand side of the participant’s name

3. Click on “Remove from Class”

1

2

3
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Download/Print Documents

If needed, you can download and print: 
Verification Letters, Training Records and 
Certificates

1. Select “Classes”

2. Select a class by clicking on its 
name

3. Select the document you wish to 
download/print 

1

2

3
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How to Transfer a Participant

60



Sign In to My Account
Go to www.crisisprevention.com

1. Click on “My Account” in the upper right corner

       Sign in to your account 1

61

http://www.crisisprevention.com/


Dashboard

1. On the top panel, click on “Classes”

1

After signing in to your account, you will see the Dashboard
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Locate the Class
1. Click into the class that you want to transfer participants from

• Note: Participants can only be transferred from classes that have not been submitted

1
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Transfer a Participant
1. To transfer a participant to another class, click on the ellipses next to their name

2. Click ‘Transfer to Another Class’

1

2
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Transfer a Participant
1. If the participant has started the online modules, a box will appear asking if you would like to keep the participant’s progress or have 

them start over/reset progress

2. You will also need to select which class you want to transfer the participant into

3. When ready, click ‘Transfer Participant’

1

2

3
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Transfer a Participant
1. Once you click ‘Transfer Participant’ a blue box will appear stating they were successfully transferred

1
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Transfer a Participant
• If there is no option to transfer a participant into another class, this box will appear 

• It contains information on how to create a new class with the exact specifications so that you can successfully transfer that participant into 
a new class

1. To create a new class, click ‘Create New Class’

1
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Important Notes
• Participants can only be transferred to and from classes that have not been submitted

• Certified Instructors can only transfer participants to classes where they are the primary or secondary instructor

• Business Administrators can transfer participants between all classes listed in their account

• To transfer a participant into another class, they must go into another class that has been created with the same specifications as the 
class they were originally enrolled in

• Ex: NCI 3rd Edition Blended → NCI 3rd Edition Blended

• Ex: APS 2nd Edition Classroom → APS 2nd Edition Classroom

• All participants can be transferred to another class as long as their record has not been submitted

• A participant who has completed the course can be transferred; however, they will be transferred with course progress remaining at 100%. 
There will be no option to reset course progress

• You are able to transfer a participant from an unsubmitted class to a submitted class

• If no classes appear for a participant to be transferred into, that means that there is no class created with the exact specifications as the 
current class the participant is in. You can easily create a new class and transfer the participant in it if needed
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How to Delete a Class

69



Sign In to My Account
Go to www.crisisprevention.com

1. Click on “My Account” in the upper right corner

       Sign in to your account 1
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Dashboard

1. On the top panel, click on “Classes”

1

After signing in to your account, you will see the Dashboard
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Delete the Class
1. Find the class you want to remove and click the ellipses on the right-hand side

2. Click ‘Delete Class’

1

2
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Delete the Class
• A box will appear asking that you confirm your request to delete

1. If you want to delete the class, click ‘Yes, Delete Class’

2. If you changed your mind, click ‘No, Cancel’

12
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Important Notes
• Classes can only be deleted if they have no participants

• All participants must be transferred to another class or must be removed from the class

• Participants who have completed the online modules at 100% or who have been submitted cannot be removed from the class, therefore 
the class cannot be deleted
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Thank You!

crisisprevention.com  |  877.877.5390
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