
Page 1 of 6 

 

Tips – How to Add a New GI-BMP Class 
using the new GI-BMP Website (2023) 

 

1. Log in to htps://gibmp.ifas.ufl.edu/ using your GI-BMP or GatorLink login. 

2. Click  "For Training Providers" on your Dashboard. 

 
3. Select ADD CLASS. 

 
 

4. The “Add Class” form will be par�ally filled in with the default data set up for your Training Provider. Be sure to review the pre-filled fields and 
change anything that is not correct for this class as well as filling in the blank fields. 

PLEASE SEE THE TABLE ON THE FOLLOWING PAGES 
for �ps, screenshots and details for each of the form fields.   

5. Click the Save buton to add your class to the statewide schedule. 
 

6. A�er your class is saved, View the new class from the Manage Classes page. Check all details for errors and make sure the registra�on and 
map links are working. 

 
 
Notes:  

• The class ID you will need for the Training Record form and Class Transmital is shown on the Class Details page and in the 
email confirma�on you receive. 

• Classes should be added at least 30 days before the class. If your class is added late, you will be prompted to fill in the 
online 30-day waiver request. Your regional coordinator must approve the waiver to authorize the class. 

  

https://gibmp.ifas.ufl.edu/


Page 2 of 6 

 

 

1. Category. 
• Choose the category that best describes the Training Provider 

organiza�on. 
• Op�ons: Industry, IFAS/Extension, FDEP/NERR, or Other. 

2. Organiza�on. 
• Choose the organization name. 
• If you don’t see your organization in the list: 

 Check that the correct Category is selected. 
 Contact the GI-BMP office for help. 

3. Language. 
• The language the class will be taught in. Do not combine different 

languages in a single class. 
• Op�ons: English, Spanish, or Creole. 

4. Training Date, Start Time and End Time. 
• If the class date is less than 30 days away, you will be prompted to submit 

a 30-day waiver request. Your class will not be posted un�l approved. 
• ONLY use “Add another date/�me for con�nua�on of this class” buton 

when one GI-BMP class is split over mul�ple days.  Atending ALL sessions 
listed is required to complete the class. 

5. Lead Instructor. 
• The cer�fied instructor responsible for the class. 
• If the name is not listed, contact the GI-BMP office. 

6. Registra�on Closing Date. 
• This is for site user’s informa�on only. 

7. Registra�on URL ex: Eventbrite. 
• Enter the full URL star�ng with htps:\\ to your Eventbrite or other class 

registra�on site. 
• Paste the URL into a browser to be sure it works. 
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If Remote is selected, three more fields appear: 

    
 

 

 

8. Public / Private. 
• Public classes are open to anyone. 
• Private classes are restricted to a specific group, such as the employees of 

a single company. 
• By default, Private classes are not shown on the online Statewide Class 

Schedule unless the user searches for them. 

9. In Person / Remote? 
• In person class = atendees come in person to the training loca�on. 
• Remote class = atendees join the class from  remote loca�ons via 

computer. Also called “Zoom classes”, although other so�ware can be 
used.  

When Remote is selected, three addi�onal fields appear: 

9-A Pla�orm 
 Enter so�ware pla�orm to be used – e.g., Zoom, Teams, 

GoToMee�ng. 

9-B Class Comple�on Code 
 Fills in when the class is saved – cannot be edited. Give this code out 

at the END of class – it is needed to take the online test. 

9-C Test By Date (deadline for taking online cer�fica�on test) 
 Fills in when class is saved – cannot be changed on this form. 
 Default is 7 days from class end. 
 If an extension is needed, contact the GI-BMP office. 

10. Cost (limit $30 in-person, $10 Remote). 
• If there is a fee for the class, enter it here. If the class is free, enter 0. 

11. Maximum Par�cipants. 
• Enter the maximum number of par�cipants this class can accommodate.  
• The GI-BMP office may use this to es�mate the number of tests you will 

need. 
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NOTE: Location section displays for In-Person classes only –  
fields are hidden for Remote classes. 

When a Saved Loca�on is selected, all loca�on fields are filled in. 

 
 

TO ADD A NEW LOCATION: 

• Select or point to Saved Loca�on and click the ‘x’ to clear the field. 

 
• Fill in the loca�on name and other fields, check the entry, then click 

SAVE LOCATION. 

Note: The save buton is shown ONLY IF Saved Loca�on field is blank: 

 
 

12. Loca�on / Saved Loca�on 

Note: Locations fields are not shown for Remote classes. 

The loca�on is usually filled in from your Training Provider Defaults. Check that it 
is correct. If it needs to be changed: 

• Click the Saved Loca�on box and select a loca�on from the list to fill in all 
the loca�on fields. 
Tip: start typing to filter the list – it will match any part of Location Name 
 Extension Office loca�ons are named UF/IFAS Extension + county. 
 Loca�on names usually start with the company plus city or other 

descriptor; it could also be the name of a public building. 

• If the saved loca�on has errors: 
 It’s okay to make changes to the loca�on fields a�er selec�ng 

loca�on but the changes are saved only for this class. 
 To have a Saved Loca�on corrected for future use or deleted, contact 

the GI-BMP office. 

• If the loca�on is not in the Saved Loca�on list: 
 Click the “x” on Saved Loca�on to leave it blank. 
 Fill in Loca�on Name field:  Choose a loca�on name people will 

recognize -- usually a company or building name; add city or other 
descriptors so it will be easy to find in the list. 
 Fill in all the address fields. Map URL is op�onal but strongly 

recommended for all public classes. 
 Double check! A�er saving, only the GI-BMP office can edit it. 
 Click SAVE LOCATION buton (visible only if Saved Loca�on is blank) 

 

13. Map URL 
• This adds a map link on your class details page.  
• To get a Google map URL… 

 Go to Google Maps and look up the address. 
 Click the Share icon then click copy link. 
 Paste the link in the Map URL box on the Add Class form. 
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When a Saved Contact is selected, all contact fields are filled in. 

 
 

TO ADD A NEW CONTACT: 

• Select or point to Saved Contact and click the ‘x’ to clear the field. 

 
• Fill in the contact’s name and info, check the entry, then click 

SAVE CONTACT. 

Note: The save buton is shown ONLY IF Saved Contact field is blank: 

 
 

 

14. Contact / Saved Contact 

This is the person the public should contact if they have ques�ons about your 
class or need help registering. You may list any appropriate person as a contact 
for your class – they do not have to be an instructor or have a GI-BMP online 
account.  

The contact is usually filled in from your Training Provider Defaults. Check that the 
info is correct.  

• If you need to use a different contact:  
 Click the Saved Contact box and select a contact from the list. 

Tip: start typing to filter the list – it will match any part of the 
name. 
 Contacts are listed in Last Name, First Name format. 

• If the saved contact info has errors: 
 It’s okay to make changes to the contact fields a�er selec�ng a 

contact, but the changes are saved only for this class. 
 To have a Saved Contact corrected for future use or deleted, contact 

the GI-BMP office. 

• If the contact’s name is not in the Saved Contact list: 
 Click the “x” on Saved Contact to leave it blank. 
 Fill in the name and all contact fields. 
 Double check! A�er saving, only the GI-BMP office can edit it. 
 Click SAVE LOCATION buton (visible only if Saved Loca�on is blank) 

15. Training Program. 
• “Green Industries Best Management Practices Training” is currently the 

only option – it cannot be changed. 
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16. Class Details. 
• Include addi�onal informa�on specific to your class such as: 

 Is lunch provided or will they need to bring/buy it? 
 Is payment required in advance or accepted at the door? 

17. Module Presenters. 
• Add your presenters when you register your class to verify that they are 

currently authorized to teach.  
• If your presenter is not on the list, contact the GI-BMP office – they might 

not be authorized to teach. 

18. Save.  

• Remember to click the Save Buton! 
 There is a Save buton at the botom and the top of the page. 

• If the Add Class form stays on the screen, the class did not save! 
 Fields with an error will be in red with an error message displayed. 
 Correct errors and click Save again. 

• If the class is less than 30 days away, you will see a “Waiver Required” 
message.  
 Click the Waiver Request buton. 
 Scroll to the botom of the 30-Day Waiver Request screen. 
 In the Jus�fica�on box, type a brief explana�on why the class was 

posted late. 
 Click the Submit buton. 

• If your class saves successfully, the Manage Classes form will display – you 
should see the new class listed. 

CHECK YOUR CLASS DETAILS 

A�er your class is saved, on the Manage Classes page click the View buton 
beside the class you just added:  

• Check the class details for any errors. 
• Make sure the registra�on and map links are  working. 

 

 


