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1. The provider signs into their SBS for Orgs account and clicks on the blue ‘Go To Dashboard’ button. The provider should have 
themselves added in the Provider Matrix. 
2. Click on ‘Instructor Original Application.’

INSTRUCTOR APPLICATION

3. The Instructor Application page appears.

4. Click on the dropdown list ‘Provider Name’ and choose the provider.
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5.  Once your provider has been chosen, click on the blue ‘Add Instructor’ button.

6. On the ‘Instructor Application’ section under ‘Demographics’, fill out the last name (required). Fill out the remaining information  
you have. 
7. Click on the blue ‘Next’ button.

Add Instructor
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8. Under ‘Business Address’ add in the Address. 
9. Under ‘Mailing Address’ add an address or use the ‘Copy From’ dropdown to select the Business Address 
10. Click on the blue ‘Next’ button.

11. Fill out the Contact Information under ‘Contact - Phone Email & Website.’ 
12. Click the ’Add’ button after each entry for ‘Phone, Email, and Website.’ 
* You will receive an error message if you don’t click the ‘Add’ button after entering information in each contact type.

Business Email test@business.com
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13. Once you hit the ‘Add’ button the Information you entered will appear below each ‘Type’ of Contact. 
14. Click on the blue ‘Next’ button.

15. Click on the dropdown menu under “Qualifications” and choose the qualification. These are specific for each state.  
16. Enter any comment in the ‘Comments’ section. 
17. Click the blue ‘Next’ button. 

Select One

Approved By Department 
College degree designate 
Employment for 3 out of 5 
Head Instructor 
Insurance dept Licensee 
Licensed Teacher
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18. Click on the ‘Upload Attachment’ blue button. This is a requirement and a good place to add work experience.

19. Click on the ‘File Upload’ button and upload your qualifications.  
20. Give the attachment details under ‘Attachment Description.’ 
21. Click on the blue ‘Upload’ button on the bottom left. (You may have to scroll down to see the button).

22. You will see your attachment in blue under ‘Attachments’.  
23. Click the blue ‘Next’ button. 

Upload Cancel

Qualifications

Qualifications.csv
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24. Review the information and click the green ‘Finish’ button.

25. You will now see your cart. 
26. You can see click ‘Finish’ to pay the fees if there are fees.

27. If there are fees to pay you can see the ‘Payment Details’ and you can enter all of the required information needed to pay the fees.  
28. Click on the ‘Finish’ button when complete.

Payment Details

Previous

Previous

Next

Next

Finish

Finish

Cancel

Cancel
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29. You will be taken to the completed ‘Payment Information’ page when done.
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30. The state will then review this under ‘Pending Instructors’ in ‘Transaction Manager’ and the provider will be able to see the  
status here. (You will need to scroll down the page to view the status.)
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31. If it is approved it will appear under ‘Approved Instructors’ in ‘Transaction Manager’.

32. If it is rejected it will appear in ‘Rejected Instructors’. The state may include a reason if rejected.
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