
 
 

KEEPING THE PROMISE 
ALIVE  

REFRESHER  
EVERY FIVE YEARS 
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Select your parish or school 

6 



1. Type in the last name of person you want to assign 
training 
2. Click add   
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Name should appear then click Add. 

Do not click Submit until you have added all names. 
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1. Type another last name of person you want to assign 
training 
2. Click add 
3.  Repeat steps 1 & 2. 
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When all names have been added to the Selected Users box 
click Submit 
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Choose Keeping the Promise Alive. 

You can manually change the due date. 

Click Assign Training 

Click Assign the Module Again. 
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# of assignments were made will depend on how many last 
names you entered on slide #7. 
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