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Intel® Teach 
Course Management Tool 
http://coursemanagement.intel.com XE "Overview of the Intel® Teach Course Management Tool (CMT)" 
The Intel® Teach Course Management Tool supports implementation of the program: scheduling classes, ordering materials, managing users, and generating reports.

Start by logging in and checking your profile:

	Your User ID was generated when your account was created and was emailed to your “primary” email address.
	· If you need your user id, email teacher.training@intel.com

	Your password was generated by the system when your account was created and was emailed to you.
	· If you need your password, go to the log in page and click Forgot Your Password? A new password will be sent to your primary email address.
· To change your password, go to My Personal Profile and click on the Change My Password link. 

If you need assistance, email teacher.training@intel.com

	Roles and Certification are listed in a box at the bottom of your profile. 
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	Please check that:

· You have the correct role listed (Master Leaders are “MI” = “Master Instructor”)  

· Your certification is checked for Leadership Forum. Note: you may be certified in a class but may not be authorized (you will not be able to schedule that class unless you are authorized). Your LEA and ITA control your authorization. Please contact them for assistance.


Schedule a Leadership Forum (Master Leaders schedule “Participant Level”)
Click Classes > Schedule a Class
Select the level (Participant Level = Master Instructor delivers to participants)
· Select the category (Leadership)
· Select the course title (Leadership Forum)
· Click Schedule Class
Edit, View, or Cancel your Leadership Forum 

Click Classes > Search Classes
Select the search criteria—keep “all” to return the maximum number of results or narrow the returns by selecting from the drop-down boxes—then click Search. [image: image2.png]Search Results
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Edit: As needed, update class detail (dates, class size, instructor, location, notes) > click Update to save your changes. Note: After a class is closed, “Edit” changes to “View” (click View to see the course detail).

Edit is also where you Order or View Materials for an order that was placed.

Cancel: Click Cancel (you’ll be prompted to confirm). You will receive an email confirming the cancellation (sent to the email listed in your profile as your Primary Email).

Order Materials
After you schedule a class:

· Click Classes > Search Classes then find your class and click Edit next to your class. 

· Click the Order/View Material link in the middle of the page. 

· Enter the shipping contact and address specifically for this course (this should not be a post office box).

· Quantity is carried over from the expected # of attendees entered when the class was scheduled. 

· You may edit expected attendees in the class description page or you may edit each item in your order (please note that some items are ordered as a pack).

· Do not order more than one item per attendee. 

· If you have materials remaining from a past class, please use them! Reduce the number of that item by the number you have on hand.

Click Update.
If the order is successfully placed: 
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The “Created” date will appear with the date you place the order. 

“Processed” date will not appear until 30 days prior to  the course start date if you order early.

You’ll also see a note at the bottom of the page. 
Note: Your materials will be shipped 30 days before the course start date. If your class starts in less than 30 days, your materials shipment should arrive in 10 business days.
(!) Please order materials at least 10 days prior to your course whenever possible. We will make every effort to accommodate rush orders, but there is a risk the order will not reach you in time.
Close your Leadership Forum
Please be sure to close your Leadership Forum as soon as possible; ideally just before the end of your forum. Closing your forum enables the evaluation link to work for your ID. Also, it is critical for the Intel Teach Program: every teacher/leader counts towards showing the value of the program.


Follow the steps above to search for your class, click Close, and then look for the box titled # of Attendees who Completed. Enter the actual number and click “Close Class”































