COSSPR Student Quick Start Guide

HOW TO ACCESS COSSPR
COSSPR is a component of the Lifelong Learning Registry, a tool used by Nazarene clergy to report participation in learning events that further their professional development. Once you have received an invitation to COSSPR from your district, follow these steps:
1. Establish an account on the Lifelong Learning Registry (LLR) and notify your district contact that you have done so. If you already have an account, simply confirm this with your district contact. Your district will then grant you access to COSSPR.
2. On your next login to the Registry, you will see a new menu option: COSSPR. Select this menu item to open COSSPR.

HOW TO REPORT COMPLETED COURSEWORK USING COSSPR
To report coursework you complete in a ministry-related educational program:
1. Log in to the Lifelong Learning Registry
2. Open COSSPR from the main menu.
3. Select “Add Course”; then
· Select the Provider field and choose your education provider from the list that appears.
· Select the Program field and choose the academic program in which you are currently enrolled.
· Select the Course field and find the course you have completed
NOTE: All courses related to ordination requirements in the Church of the Nazarene that belong to the academic program in which you are enrolled appear in the listing. Degree-required courses not required for ordination in the Church of the Nazarene will not appear in the roster of courses. 
· Press TAB to move to the next field: “Program” and select your program (look for the name of your major, if a degree program); then,
· Press TAB to move to the next field: “Course” and select the course (class) you are reporting as completed. NOTE: Courses appearing in the drop-down list reflect those offered by the educational provider you have selected and that belong to the program you have selected.
If you do not find what you’re looking for (provider or program or course), select “Add your own” at the bottom of the page and skip to #4 below.
· [bookmark: _Hlk207957913]Upload a copy of your transcript that includes the course you are adding to COSSPR and the grade you received. An unofficial transcript should be available from your educational provider.
· To save the above information to your record, be sure to select the blue “Add Course to Record” button located near the bottom of the page.
4. If your Education Provider or Course is not listed, select the “Add Your Own” link at the bottom of the page. This action will open a new page that will permit you to add the information about your Provider and/or Course. In the spaces provided, manually enter the following:
· The official name of your Educational Provider.
· The exact name of the course you have completed.
· The number assigned by the provider to the course you have completed. In the unusual situation that no number is assigned to the course, enter 001.
· A description of the course you have completed (a simple copy and paste from your provider’s academic catalog or from a course description included in the course syllabus will suffice).
· Upload the syllabus for the class (PDF is preferred)
· Upload a copy of your transcript that includes the course you are adding to COSSPR and the grade you received. An unofficial transcript should be available from your educational provider.

WHAT HAPPENS AFTER REPORTING A COURSE HAS BEEN COMPLETED
When you complete the steps under #3 above, your entry will appear on your COSSPR page and will be tagged “Pending”. This means your district has been notified that they need to review what you have submitted. Upon review by your district, the course tag will change to “Approved” (providing you received a passing grade for the course) or “Denied” (if you did not receive a passing grade, withdrew, or were given an Incomplete).

If it was necessary for you to complete the steps under #4 above, your entry will appear on your COSSPR page and will be tagged “Under Review”. This means your submission has been routed for evaluation by a trained auditor. This is necessary since the course you completed was not part of a program that has not been validated by the Church of the Nazarene. This means the course must be evaluated to determine the level at which it has contributed toward building capacity in the development areas as identified by the Church of the Nazarene.  

Once the review is complete, the tag on your submission will be updated to “Approved” or “Denied”. Approval requires both a passing grade and evidence that the course advances you toward at least one of the identified development areas. Denial means that the course did not apply toward any of these areas (or, if it did apply, a passing grade was not received).

HOW COSSPR REPRESENTS THE INFORMATION YOU ENTER
When you select “COSSPR” from the Lifelong Learning Registry menu, you will be able to view your COSSPR record. On this page, you will see 2 columns of information (providing you have added at least one course). 

· On the right side, a progress bar appears for each of the 44 development areas that are part of every educational program that has been validated for ordination in the Church of the Nazarene. Each development area has an identifier (for example, CN1) and a name. To see a brief description of a development area, simply select the identifier (such as CN1) appearing on the right side of the page..
· On the left side, you will see a list of the courses you have recently submitted. Each submission is tagged to indicate the status of your submission (Pending, Under Review, Approved, Denied). To see what development areas have been advanced by a particular course you have completed, select “View” across from the name of that course appearing on the left side of page. For a list view of your submissions along with additional data, select “See All” at the top of the right-side column and then select the corresponding “View” button.

NEED HELP? Notify your district contact.
