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Quick Reference Guide — FLEX Course Assignment Upload

The information provided in this document is intended as a quick guide for how CE
administrators with an active subscription to use the FLEX platform as their course delivery
method can download and upload the FLEX course assignments template directly on the
FLEX platform.

For delivery via FLEX Platform

When you are ready to assign courses to your users, please download and fill-out the “FLEX
Course Assignment Template” spreadsheet. Please use the “FLEX Catalog Reference” to get
the course title and course ID (see screen shots below).
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Upload the course assignments for the firm’s users.
If you require additional assistance, please reach out to flex@finra.org.
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Acceptable file format: Excel | Maximum file size: 1 MB

Template for download; FLEX-Course Assignment Template.xisx
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Once completed, upload it back onto the FLEX dashboard (see screen shot below). Within
24 hours your users will be able to access their Firm Element assignments from their
Financial Professional Gateway (FinPro Gateway™) account.

Financial Learning Experience Back to Dashboard

Upload the course assignments for the firm’s users.
If you require additional assistance, please reach out to flex@finra.org.

@ Drag and drop files here or browse J

Acceptable file format: Excel | Maximum file size: 1 MB

Template for download: FLEX-Course Assignment Template.xlsx
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If there are errors in the file upload, you will receive an error message on the bottom
right of the screen (see screen shot below). You can correct the errors on your template
and re-upload again to the dashboard.

If you receive an error that one of your users is not uploaded to the FLEX dashboard, it
means that you need to upload that user first, prior to uploading the course assignment
template. Please refer to the “FLEX User Upload” quick reference guide.

Financial Learning Experience Back to Dashboard

Upload the course assignments for the firm’s users.
If you require additional assistance, please reach out to flex@finra.org.

& Drag and drop files here or browse

test-err-msg.xlsx
Acceptable file format: Excel | Maximum file size: 1 MB

Template for download: FLEX-Course_Assignment_Template.x|sx
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https://www.finra.org/sites/default/files/2024-11/FLEX-Quick-Reference-Guide-User-Upload.pdf
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Once users have logged into their FinPro Gateway account, they will be able to access their
assigned courses through a “Firm Assigned CE (FLEX)” link under the My Tasks section (see
screen shot below).
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The task status will remain unchanged until your firm has completed its review of the disclosure letter.

Continuing Education Program Status
Firm Assigned CE (FLEX) | Required @

y . - Reg Element CF (B RO
View Program Details GO TO MY PLAN & @
FINRA member firms must maintain continuing education programs for registered persons to enhance their securities knowledge, Firm Assigned CE (FLEX) | Required @

skills, and professionalism. Registered persons must participate as required.
EEYed satisfied (D

After clicking the link, users will be brought to their learning plan page on the FLEX
delivery platform which will display their assigned courses and their corresponding
assigned due dates.

On this page, you will find a list of Firm Element courses that have been assigned to you by your firm, as well as any applicable Regulatory Element courses that are currently in
progress. Simply click on the course you want to complete. If you require additional information about the Firm Element courses that have been assigned to you, please contact your
firm's training manager or send an email to flex@finra.org.
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NOTE: Any Regulatory Element CE courses that the user has in progress will also appear
on this page.

Please upload any additional course assignments using the same template and method.
For course removal requests, send an email to flex@finra.org.
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You may opt-in to send FLEX assignment notifications and completion reminders from the
“Firm Settings” on FINRA Gateway.

A FLEX - Financial Learninngxpen'ence Notifications [ View Change History

Provides the capability to send email notifications to users in various time increments. [ Opt-in

Send due date reminder emails on the following schedule:

I () 2 weeks before l [ 1 week before | I [) 1 day before l I [J 1day past due

Send status change emails on the following status:

I [ Course assigned I I () Course completed I




