
Instructor Portal Updates for Intermediate and Intermediate Instructor Workshop 
 
New Link: https://faculty.awhonn.affinityced.com/ 
 
 

Attendance Roster 

 
To Access: 

1. Go to Instructor Portal 
2. Click on COMPLETE OUTSTANDING ROSTERS and click on REVIEW to select the course. 

 

 
 
 

3. Review the completion status of the participants and the possible question submissions 
a. ONLY participants that completed the prerequisites are permitted to attend the 

in-person session. 
 

 
 
 

4. AFTER the in-person session is held, a button will appear on the day of the in-person 
course allowing you to mark the students that successfully completed the session. 

 

 

https://faculty.awhonn.affinityced.com/


5. Click on the area with the text “Not set” to change the status to PASS for all participants 
who attended. You may leave the participants who were unable to attend unmarked. 

a. Note that only the participants that have completed the prerequisites are 
available to be marked for in-person completion. 

 

 
 
 

Prerequisite Deadline Extension 

 
To Access: 

1. Go to Instructor Portal 
2. Click on Attendance Rosters 
3. Click on “Review” for any course that is being held within the next day 

 

 
 
 

4. When the course is eligible for an extension, a red text will display notifying that 
prerequisite deadline has passed. Click on the blue “Extend Prerequisite Deadline” 
button to extend. 

 



 
 
 
 

5. Once clicked, the button will disappear, and a green notification will replace the text. 
 

 

 

 
 
 
 
 
 
 
Move Attendance 

 
To Access: 

1. Go to the Instructor Portal 
a. You MUST be the instructor of the course that the participant is being moved to. 

If you are not, then the participant may instead contact support either by using 
the link in the participant portal or by sending an e-mail to fhm@awhonn.org  

mailto:fhm@awhonn.org


2. Click on Attendance Rosters and select “Review” for any course that is currently 
available for prerequisite completion (beginning 30 days before course date, but before 
the day of the course) 
 

 

 
 

 
 
 

3. Click on “Transfer Attendance” 
 

 
 
 
 
 
 
 
 

 
4. Enter Participant Materials ID of any participant that has started the process for a 

course, but has not attended the in-person for it 
 



 
 
 

5. Note that the course edition must be the same to allow transfer. Otherwise, an error 
will be displayed. 

 

 
 
 

6. If there are no errors, you will see a confirmation page. Click confirm after checking to 
make sure the information is correct. 
 

 
 
 
 
 
 
 
 
 

Exam Review (for Intermediate Courses only) 

 
To Access: 

1. Go to Instructor Portal 
2. Review Examination Results 



3. Select review on any course held after February 1, 2025 
 

 
 
 
 

4. Click on Review Attempt for any participant 
 

 
 
 
 
 
 

5. You can preview their latest saved attempt. To go back to the previous page, click on the 
blue link at the top. 



 

 

 
 
 
Complete Post-Course Survey 
To Access: 

1. Go to Instructor Portal 
2. Click on “COMPLETE OUTSTANDING POST-COURSE SURVEYS” 
3. Click “COMPLETE” to start the process 

 

 
 


