Tutorial: How to Register for and Begin
Diocese of Green Bay Online FCC Classes
Welcome! Let’s get
started . . .
Go to
www.gbdioc.org/fcc
on your favorite
browser (Chrome,
Internet Explorer,
Firefox, etc). This
screen should come
up . . .

Use this scroll bar to slide down
the page until you see the
section below.

Click on the appropriate
box for the class in which you want to
enroll. For this example, we’ll use
CREED. The next screen will look like
this . . .

Enter your name and e-mail address,
then indicate your ministry position.

Then scroll down the page to name and location of your parish/school. Indicate why
you’re taking the course and which sessions in particular you’re taking (if using as a
make-up to a missed in-person session). Scroll down further . . .

At the bottom of the page,
indicate if you’re taking the course
in a group setting with a facilitator.
Then click on “SUBMIT”

Which brings you to this . . .
It is very important to print* this
page and keep handy!
*one way to print the screen is to hold down the
‘Ctrl’ key and press ‘p’ key.

Now that you’ve printed this page . . .
Click on this link to the platform on
which we host the online classes,
called Schoology. It should look like
this. . .

Following the instructions you printed,
click on “Instructor”

Enter your name, e-mail address
and establish a usable password
(mix of letters, numbers, symbols).
Write down your password, and
re-enter it to confirm.
Click “I’m not a robot” and fill out
any ensuing questions/quizzes,
etc. to prove it!
Uncheck “Receive periodic
Schoology updates” box and
decide to read/agree to Policy and
Terms of Use.
Click on “Register” to proceed.

On the drop-down menu under
“Courses”, Click on “Join” and
enter the code for the first session
of the course (on your printed
instructions).

Then, click on

.

On future visits to
Schoology, after using your
e-mail address and
password to log-in, you will
click on Courses, and select
an existing course, or “Join”
the next session by entering
the code for that session
(from your printed
instructions).

You’re registered and ready to start the course! Here are some of the attributes of
each course, using CREED, Session 1 as an example. Feel free to explore and be sure to
check out the supplemental resources provided.
Use this
arrow to
return
to this
menu
You will never
need to use
these tabs,
other than
“Materials”

The video
lecture is the
main part of
the class and is
required. More

notes about videos
on next page . . .

Always
“log off”
before
leaving
Schoology.
Your first stops
should be these
two places. Watch
the Welcome, then
print the handouts,
or be ready to go
back to this link
often to review
them as they are
discussed in class.

Quiz is based
on the
information
presented in
the video
lecture.

Click this link to watch the video lecture.
The video opens in a new
tab. The course menu is
still on its original tab so
you still have access to it.

Use this progress bar
to track your viewing
time. Write the time
down when you
leave the video so
you can start up next
time right where you
left off.
Adjust volume and screen size here.

Additional Hints. . .
• If screens aren’t appearing or behaving as described, try launching program in
an alternate web browser (Google Chrome, etc).
• Quizzes may be re-taken up to three times. After that, you must request a reset from the Education Department.
• Written assignments may be submitted through the online program, or sent
electronically to the Education Department. Be sure to give your name, course
title, and topic (i.e. Reflection Paper for SACRAMENTS & LITURGY course).
• Do not submit an FCC Course Completion Form until all 5 sessions have been
completed, whether in-person or online or any combination. On the
Completion Form, note the date/location and instructor of all in-person
sessions, and “online” for any of the online sessions.
• Direct any other questions/concerns to education@gbdioc.org.
• Thank you for your dedication to ministry, discipleship and the catechetcial
certification process. Enjoy the course!

