
To add instructors to your certified courses first you will go to the CE Marketplace 

homepage and click on Login in the upper right-hand corner. After logging in you will be 

taken to the "School Overview Page." Once you are on this page, click on the “School 

Management" link in the middle of the screen. 

After you click on “School Management,” you will see a list of the Schools, which you 

have created or been added to as an administrator. Click on the name of the School to 

edit School venues, users, and instructors. You will now be able to see all of the 

instructors who have been invited to teach for the School and add new ones.  

You will click on “Edit Instructors” to add instructors to the selected School. At the 



bottom of the following page, you will click on “Add Instructors” to manage your list of 

invited teachers. 

On the next page, you will search for the first and last name of the instructor that you 

would like to add.  

*Keep in mind that an instructor must have a user account registered in our system to

add the instructor to the School account.

Next, click on the name of the instructor you will be adding: 

The instructor will then receive an email notification from the School. If they are already 

a registered user, the instructor will sign in with their existing credentials. If the instructor 

does not have an existing account, one will need to be created for them. Once your 

instructors have been added to the School’s instructor roster, you may add them to your 

courses. 


