Adding students to a class in SkyPrep
MCCA Med Cert System

Nov. 16, 2020

Launch a web browser and visit the MCCA/SkyPrep website at http://missouri-coalition-of-childrens-
agencies.skyprepapp.com/
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Log in, using your nurse-admin account.

Click My Courses, in the top-left.
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Under Managed Courses, click the name of the course you which to add/remove students for.
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Note the button in the top-right, “Add Users.”
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When you click it once, two options appear: Create New User and Enroll Existing User.

Click Enroll Existing User.
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In the search box, you can look for the student’s account (if there is one). You can search by name or
email.

If the student you need to add to the course is already in the system, click the student’s name. The
name will then appear in the top of the box. You can click “Enroll Users” to add them to the course.

Note that you can add multiple existing students using this method.
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If the student is not already in the system, choose “Cancel”. Click Add Users again, and this time, choose

“Create New User”
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Fill out the form for the new student-user account. First and last name, and email are essential;
everything else is optional for your records.

Make sure “Enable Email Notifications” is checked.
Click Create New User to create the account and simultaneously add the student to the class.

If you need to remove a student, you can click the red boxes beside their name under the Unenroll
column.
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MCCA will invoice for initial students who have logged into the system at least once; we will also
invoice for renewal students who have been checked off on competencies.



