
RIA Course Registration Roster: Tips for completing the new sheet
Refer to the tip boxes below to learn about changes to the course registration sheet.
These changes have been made to automate and streamline the roster collection process.

Enter Start Date Here

Read messages at 
the top of the form 
for any updates to 
procedures

Designate a role for each person. Click into the first cell to see a dropdown list. 
Please enter role type, name, email address, and Provider and State Agency for 
each person. Incomplete rosters will not be accepted.

All student information is entered here

Designate each student as either ‘Student’ or ‘Audit’ from the Dropdown. 
Complete all remaining fields with student information.

Please only use 
the Notes field for 

restart requests

Trainer and Course Supporter information entered here
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