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Access/Create Account  

Preferences/Residency  

Review Summary  

Get Started 

https://gowild.wi.gov/


https://gowild.wi.gov/   Return to Main Menu 

https://gowild.wi.gov/


Enter your customer id, date of birth and last 4 digits of your social security number.  
Or search by SS#, by DL# or by your Visa/Passport number.  

You may also created a new account.  An account is not required to use this system. 

Return to Main Menu 



Click next once you are at your “Welcome” screen.  

Return to Main Menu 



Preferences and Residency, enter your options, click next 
Return to Main Menu 



Review Summary, this is where you can update your personal information 
 click edit if edits are necessary, or Yes to continue 

Return to Main Menu 



Instructor Dashboard 

Student Dashboard 

Your Homepage 



Your Homepage:   

  

Print your safety certificate here!  
This will open a PDF file of your student safety certifications. 

Instructor Dashboard – the 
key to your instructor 
profile.  This is where you 
will manage your safety 
education classes!  Enter 
your class Main Information, 
Schedule your class 
sessions,  enter Supply 
Orders, manage your class 
student and instructor 
Roster, enter volunteer 
hours on the Timesheets 
(hunter ed only) and finally 
submit your class Financials 

 
Student Dashboard – list 
the certifications you have 
taken as a student (this has 
nothing to do with your 
instructor account)  

Return to Main Menu 



Instructor Dashboard 
On your instructor dashboard you will be 
able to view your instructor information 
which is pulled directly from your  WIDNR 
customer account. 
  
You can view and print your certifications 
at any time by clicking on the PDF icon. 
 
 
You can view your awards list.  
 
Current classes will list any classes you 
have actively open 
 
Create a Class, allows you to enter your 
“start card” to register an upcoming class 
(at least 4-6 weeks in advanced of your start 
date)  
 
Instructor Continuing Education are 
workshops you can take if you are due 
to recertify. You can click “Enroll in New 
Class” to find a recertification workshop 
near you! 
 
Completed class and instructor history  
will be the classes you have completed 
over the years 
 
You may also get back to your student 
dashboard by clicking Student Dashboard in 
the bottom left corner of your screen. 

Return to Main Menu 



Student Dashboard 

 
Your student dashboard will list all of the 
current classes you may be enrolled in 
and it will list the classes you have 
completed as a customer/student of the 
WDNR. 
 
Your Student information is the 
information pulled from your customer 
profile. You may also print your 
certifications at any time by clicking on 
the PDF icon. 
 
 
This is also what your students will see 
under their student dashboard.  

Return to Main Menu 



Create Class 

Main Info 

Class Schedule 

Supply Orders 



Create a Class 

Choose Course   

If you happen to get this error when 
creating a new class, click the Certification 
Type down arrow and it will go away after 
you select your certification type.  

Return to Main Menu 



Main Info 

Chose the County of where the class will take place.  
 
Class Description field is for special instructions only.  
       DO NOT enter your class dates or location here!  

Primary Contact: Your name should default here.  Email 
address, and phone number are required fields. If you 
choose no to display on these fields your students will 
have no way of contacting you.  
 

Shipping Address: is where your class materials 
will be shipped to. It will most likely default to 
your home address.  If you want the materials 
shipped elsewhere you must enter that address 
here.  

Class Price: Enter 10 for your class 
price.  (Do not use special characters 
such as a dollar sign($) or decimals 
points (.) 
 
Allow Online Registration: by setting 
your max number of students this will 
automatically allow students to 
register for your class and put them on 
your class roster so you don’t have to.  
Once you meet your Max Number of 
students that can enroll it will pull the 
class from the web so no more 
students can enroll. 
   
Reserved Number of Students: At this 
time the Reserved Number of Students 
option is not working correctly.  It is a 
known bug and they are working on it.   

Is class full? and need to  be 
removed from the web?  Select 
YES.  

Display? You must display your contact 
information by choosing Yes, if you leave 
it NO it will not display online and your 
students will not be able to contact you.  

Return to Main Menu 



Main Info 
Class Price: Enter only digits for 
your class price.   
Example: 10  
(Do not use special characters 
such as a dollar sign($) or 
decimals points (.) 
 
Allow Online Registration: by 
setting your max number of 
students this will automatically 
allow students to register for 
your class and put them on your 
class roster so you don’t have to.  
Once you meet your Max 
Number of students that can 
enroll it will pull the class from 
the web so no more students 
can enroll.   
 
Maximum number of students 
that can enroll: 
Enter whatever is the max you 
can hold in your class 
 
Reserved Number of Students: 
Enter the number of students 
you may have saved or reserved 
seats for.  If NONE, enter 0 (zero) 

Is class full? and need to  be 
removed from the web?  Select 
YES.  

Return to Main Menu 



Success!  Class Saved!  

Your class number is now assigned after 
clicking SAVE on prior screen. 
You will also notice you now have 5 more 
tabs across the top to finish setting up your 
class and ordering your supplies. 

Return to Main Menu 



Class Schedule 

On the Schedule tab  click:  

Return to Main Menu 



Class Schedule 

Fill out required fields: 
 
Start Time: 
 
End Time: 
 
Location: 
 
Address Line 1: 
  
City: 
 
State: 
 
Postal Code: 
 
 
 
 
 
 

Check if this is an actual 
class period or instructor 
prep time. 

Url is optional: use this to 
add a link to the class 
location website, or link to 
a map/directions 

NOTE:  If you enter a class period or instructor prep time with a date before your class start date, your class  
will not display on the upcoming classes website.  

Return to Main Menu 



Class Schedule 

Click the calendar icon to 
pick your class date. 

Click the clock icon to pick 
your class times.  
 
NOTE:  Click on the Hour to 
select hours and click on the 
Minutes to select your 
minutes.  When you are done 
entering your start time click in 
the End Time box and repeat 
steps.  

Return to Main Menu 



Class Schedule 

You will notice that the 
Start Time and End Time 
are the same date. 
 
You must Indicate each 
class period to ensure 
your class displays on the 
upcoming classes website.  
 
Url-Optional: a link to the 
map of where the class 
will be held. 
 

Return to Main Menu 



Class Schedule 

Click the calendar icon to 
pick your class date. 

Click the clock icon to pick 
your class times. 

Next all you need to do is 
click Copy Last Location 
and your information will 
autofill. 
 

Return to Main Menu 



Class Schedule 

Reminder:  you must enter each class session that is going to take 
place.  If you do not enter your class schedule correctly it WILL NOT 
display on the upcoming classes website.  

This is a sample two-day class schedule.  
 

Return to Main Menu 



Class Schedule – Instructor Prep 

You can add Instructor Prep  
any time throughout your class. 
 
This is done the same way as  
scheduling your class periods 
but instead of choosing Class Period  
you will choose Instructor Prep. 
 
 
 
 
 

Return to Main Menu 



Supply Orders 

Click Add Supply Order. 

Return to Main Menu 



Supply Orders 

Choose your supply items 
that you would like to 
order for your class. 
 

Return to Main Menu 



Supply Orders 

Enter number of Packets Requested.  
 
NOTE: You may only order packets up 
to the maximum number of students 
you are allowing in your class. 
 
Click on the Calendar to pick your 
Needed By Date 
 
Then CLICK “Add Supply Order 

Return to Main Menu 



Supply Orders 

After you click  
 
 
 
the Item Description  tells you 
what is included in your 
packets. 
 
If you have special 
instructions or need extra 
materials after you’ve placed 
an order you should email 
DNRDLLESafety@wisconsin.
gov with your request.  
 
If your Order Status = New 
you can delete your order by 
clicking the trashcan under 
Actions to the right.   
 
 
 
 
If your Order Status = 
Pending or Shipped no 
changes can be made to the 
order.  
 
 

Return to Main Menu 

mailto:DNRDLLESafety@wisconsin.gov
mailto:DNRDLLESafety@wisconsin.gov


Roster - Student 

Roster - Instructor 

Roster - Warden 

Timesheet – Hunter Ed Only 

Sample Roster 



Roster - Student 

By Allowing Online Registration 
for the students it automatically 
adds the student to the roster.  
 
If you do not allow online 
registration you have to add 
students to the roster manually 
by following these steps: 
 
 
 
 
 
Click Add Student and this pop 
up box will display. Enter 
students WDNR Customer Id 
number and click  
 
 

Return to Main Menu 



Roster - Student 

Students are now added 
to the roster.  
 
To certify your students 
you can click on the check 
boxes next to Paid, 
Completed, and 
Certification.  
This will auto populate 
the boxes below on all 
students. 
 
Note: you will need to 
uncheck the appropriate 
boxes if you have a 
student who failed or 
dropped. 
 
Don’t forget to save your 
updates!   
 
  
 
 
Under                         you 
have options to print 
your roster, email your 
students if they have an 
email on file, and print 
temporary certificates.  
 

Example of the roster after checking the Paid, Completed & Certification boxes.  

Return to Main Menu 



Roster - Instructor 

 
NOTE:  instructor 
numbers are no longer 
used. You must use their 
WDNR Customer ID 
numbers.  

 
 
 
 
 
 
 
 
 
 
 
Click Add Instructor and this pop 
up box will display. Enter 
instructors WDNR Customer Id 
number and click  
 
 

Return to Main Menu 



Roster - Warden 

 
Click Add Warden and you 
will see this pop up box. 
  
You can search by name or by 
county. 
 
 
 
 

Return to Main Menu 



Roster - Warden 

This is a search by county example: 

Simply click on the name of the warden 
you want to add to your roster.  

Return to Main Menu 



Roster – sample with students, instructors and warden.  
Return to Main Menu 



Timesheets 

Required by Federal Law for 
Hunter Education only: 
 
NOTE: The instructors you add to 
your Instructor Roster will auto 
populate the Timesheets tab.  
 
Enter the hours volunteered per 
class per instructor.  You must 
enter a zero (0) in the class period 
hours box, if an instructor did not 
volunteer that day. 
 
You must click                  
before moving onto the next 
instructor.    
 
 
 
  
 
 
 
 

Return to Main Menu 



Finalize Roster 

Financial 

Print Temporaries 

Safety Education Contacts 



Paid, Completed and Certification check boxes: 
when checked it automatically checks and 
certifies each student. 
 
NOTE: If you have a student who did not certify 
you will need to change the certification from 
Yes to NO on that individual student.  
 
The “Paid” check box is for you to keep track of 
your students of who has paid and who hasn’t.   
 
The “Completed” box is used to check if your 
student has completed the course. (you may 
have a student who paid and completed but did 
not certify) 
 
The “Certification” box when checked 
processes certification to your students 
customer account instantaneously when you 
submit payment.   
 
YES means  they will receive certification once 
you submit your fees. 
 
NO means they will not receive certification and 
that the student may have “Completed” your 
course , however they did not meet the 
requirements of certification either by not 
showing up  for class or failing but already paid 
for the class. 
 
Always CLICK Save Updates when you make 
changes to your roster.  

 
 

 
 
 

NOTE: If you have a student who paid but didn’t show you must add them to the roster as 
completed but NO certification.  

NOTE: If you have a student who did not pay and did not show up, delete them from your roster.  

Finalize Roster    
When your course has been completed, you will need to finalize the roster and submit the course fees.  First, start 
at the Roster tab. 

Return to Main Menu 



Print Temporary Certificates 

 
 
 
 
 

 
 

 
 
 

Return to Main Menu 



Print Temporary Certificates 
 
 
 
 
 

 
 

 
 
 

NOTE: If you are the lead and you want your name to print on 
the “Temporary Certificates” check the box in front of your 
name and then Print the temporaries. If you do not check a box 
it will default to the first instructor or warden listed on the 
roster.   

NOTE:  The check mark will disappear after you print. 

Return to Main Menu 



 
 

If you are claiming any instructor expenses enter 
that amount here (do not use special characters), 
click Update. (See page 29 of the Volunteer Policy & 
Procedures Manual for allowable expenses.)  

NOTE: Once you click submit, your payment screen will open.  Enter your payment information. When you receive your payment confirmation number 
the students safety certifications will now be available to print from their Student Dashboard.  You will no longer have access to your class roster.  If you 
forgot to add a student or instructor email DNRLESafety@wisconsin.gov with the details. 

Financial - When you have finalized your student roster, click on the Financial Tab. 

Check the certify box  and click submit.  

Return to Main Menu 

mailto:DNRDLLESafety@wisconsin.gov


Outdoor Skills Trainer Administrative Area Map
Recreational Safety & Outdoor Skills Section Chief:  April Dombrowski:  608-852-9456

Boating Law Administrator:  Vacant; Penny Kanable:  608-228-9352
OHV Law Administrator:  Gary Eddy:  608-219-2566

Hunter Education Administrator:  Jon King:  608-575-2294; Brenda VonRueden:  608-267-7509

Kate Juza
(715)416-0483
810 W Maple St
Spooner 54801
Katelyn.juza@Wisconsin.gov Kim Cooley

(920)360-2361
2984 Shawano Ave
Green Bay 54313
Kimberly.cooley@Wisconsin.gov

Linda Xiong
(715)214-4211
1300 W Clairemont Ave
Eau Claire 54701
Lindav.xiong@Wisconsin.gov

Mike Watt
(608)235-2250
3911 Fish Hatchery Road
Fitchburg 53711
Michael.watt@Wisconsin.gov

Michelle Frazier
(262)395-0063
141 NW Barstow ST, Rm 180
Waukesha 53188
Michelle.frazier@Wisconsin.gov
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