
NCMSEP CLASS REPORT FORM 
Download available at: RC Login - RiderCoach Forms

https://ncmsep.org/wp-login.php

Username:

ncrc

Password: 

61276NcRc!!

Please protect this password!  We have had someone try to “clone” our site!

https://ncmsep.org/wp-login.php


NCMSEP CLASS REPORT FORM 

A Step by Step Guide to the 

Thank you Scott Davis for designing and maintaining the form!
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Click “Enable Editing”



NCMSEP CLASS REPORT FORM 

Click “Enable Content”
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Verify Revision Date/Number”

Make sure you are using the most recent revision.  You can check this on the website.
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You begin by clicking “Set up.”
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This screen will appear.
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Check box for Course Start Date.
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This screen will appear – Choose start date.
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Start date and end date will populate.  You 

can change the end date by clicking here.
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Select the site location from the drop box or begin to type the 

location and it will populate.
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Select the type of course from the drop box or begin to type type

and it will populate.
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Select RiderCoach from the drop box or begin to type their last 

name and it will populate.

RiderCoaches are listed 

alphabetically by Last 

Name, First Name.
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Select RiderCoach from the drop box or begin to type their last 

name and it will populate.

RiderCoaches are listed 

alphabetically by Last 

Name, First Name.
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Click “OK”



NCMSEP CLASS REPORT FORM 
All of these fields are filled in.
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Click here to Clear Sheet of Class Data.

Student information and 

class dates will CLEAR.  

Training Site, Course Type and 

RiderCoach information will remain.
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Click here to Clear the ENTIRE FORM.

Entire form will CLEAR:  

Course Dates, Training Site, Course 

Type, RiderCoach Information and 

Student Information will all CLEAR.
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There are instruction boxes on several items.  

Please note the RED triangles in upper right hand corners.

If you click on the heading the instructions will appear.
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The form will make changes appropriate to the 

course selected.
Some classes don’t include test scores.
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Please delineate between “No Show” and “Drop.”
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Please remember to indicate “Incidents.”
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Please type your name and date here.
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When you are done, you may click “Print.”

NOTE:

If you don’t use the 

“Print” button, the form 

won’t print properly.
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The form can be saved: File, Save As:
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Please save file as “Sitename-yyyymmdd-classtype”
Example: Lenoir-20231028-BRC

Make sure that a digital EXCEL copy (not a .pdf) 

is submitted to:

dpwilliams01@lenoircc.edu

As soon as possible after class completion.

mailto:dpwilliams01@lenoircc.edu


NCMSEP CLASS REPORT FORM!

Thanks again to Scott Davis for designing and 

maintaining our 


