
Purpose: 

Blended Learning
Series (BLS)

Last updated 06/17/2026

Administrative Roles with Access:

Table of Contents:

TRAIN Affiliate Administrators and Course

Providers will have access to the Blended

Learning Series functionality.

Navigate to the BLS Tile in TRAIN...................................................................... 

Add/Create a BLS................................................................................................. 
.

Overview of the BLS Course Wizard...................................................................

Features of the BLS Course Wizard....................................................................

Additional Features of the BLS Course Wizard.................................................

1

2

3

3

This job aid introduces the TRAIN Blended

Learning Series (BLS), a course type that

bundles multiple training activities into one

cohesive experience using the familiar

course wizard. This guide provides step-by-

step instructions and visuals for creating and

managing a BLS.
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https://drive.google.com/file/d/1SZf-ZXPSgZngp_QgoPIO1R57di9AvNdI/view?usp=sharing
https://drive.google.com/file/d/1SZf-ZXPSgZngp_QgoPIO1R57di9AvNdI/view?usp=sharing
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On the BLS edit page, also referred to as the course wizard, type details in the required
fields. Provide the (a) Title for the series, the (b) Length of time the learner will take to
complete all components and a (c) Description as it will appear to learners. Then click
the green Save button.

Blended Learning Series (continued)

Navigate to the Blended Learning Series (BLS) Tile in TRAIN

111 Click the "Admin" tab of the general navigation menu, then select (a) Content, then (b)
Add content, and finally, (c) Blended learning series.
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Add/Create a BLS

TIP: Organize continuing
education (CE)
opportunities into a clear,
structured learning
pathway for professional
development.
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Blended Learning Series (continued)

Overview of the BLS Course Wizard

333 Click (a) Edit in the top right corner of each section to fill in details specific to your BLS,
noting required fields are marked with a red asterisk or a red bar. The (b) Quick
Navigation list on the right side of the page displays all sections of the course wizard:

To organize and add courses to your Blended Learning Series, click (a) Add section. 

A pop-up will prompt
you to fill in the (b)
Title for the section. 

Select (c) Completion
requirements. 

(d) Select this box to
require courses to be
completed in order.
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Features of the BLS Course Wizard
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Blended Learning Series (continued)

4

Use the (a) "+" symbol to search for and add a course or click the (b) “  ” symbol to
delete, edit or reorder a section. Click (C) Edit in the Settings section to change
component visibility.
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Features of the BLS Course Wizard (continued)

a

b

c

Include a Publish date to
make the course visible in
the catalog on a specific date

Include an Expiration date
to automatically remove the
course from the catalog on a
certain date

Make the course
Searchable so it appears
in search results within the
catalog or choose “No” to
keep it hidden

Make the individual course
Visible only as part of a
collection to only allow
learners to access it
through the BLS

Include Available Credits
to show what credits a
learner will earn by
completing the series

Include Continuing
education (CE) when
available

Include optional pre or post
Assessments/Evaluations
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Use the Certificates
section to add an existing
completion certificate

Registration options
includes various
registration details to tailor
the experience

Use Registration
questions to add required
or optional questions to
collect information during
registration

Use Completion options
to select the appropriate
completions and
verification settings

In the Contacts section,
add the email address for
the designated point of
contact to receive BLS
communications

In the Group visibility
section, control course
access by assigning
visibility based on
grouping structures within
TRAIN

Blended Learning Series (continued)

444
Features of the BLS Course Wizard (continued)

Click the Request approval
button in the upper right-
hand corner of  the Overview
page on TRAIN. Once
reviewed, an email with the
approval manager’s
response will arrive.
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Blended Learning Series (continued)

Additional Features of the BLS Course Wizard

555
Competencies & capabilities: Link
the BLS to relevant skills and focus
areas

Custom attributes: Select predefined
categories for organization, filtering,
and reporting

Supporting resources: Add optional
supporting materials 

Prerequisites: List required courses
learners must complete before
advancing

Organizations: Identify associated
organizations

Price: Declare any applicable cost
and payment details

Additional properties: Details to
help learners search for the BLS in
TRAIN

Status: Indicates the BLS current
approval stage and readiness to go
live

Description of  additional fields in the course wizard:

Approver Notes: Notes for
approval managers, not visible
to course providers. 

Notes: Provide key details
about the BLS. 
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