
Add a Course in APEX. Course is already made 

 
 

1. Login to your account at www.apexvs.com 

 

2. Make sure you are showing as Site Coordinator 

 
3. Click Menu and go to Classrooms 

 
 

4. A list of courses will appear that are already built. Find the course that you are wanting by typing in the 

search bar to the right 

 

http://www.apexvs.com/
http://www.apexvs.com/
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5. Now that you found the course that you are wanting to use, click EDIT to the left 

 
6. Since this course is already built, look to the top and click the middle tab (Teacher Enrollments) to add 

you as the teacher 

 
7. Now you want to add you. Go to the second search bar and type in the name of the teacher that you wish 

to add and then click Enroll. If more than one teacher is being add make sure to designate which one is 

the Primary: 
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8. Now the course is setup and you can add students. At the top of the page you will see the third tab 

(Students Enrollments). Here you can add and withdraw students.  

 
 

9. Now exit out 😊 


