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HOW DO I LOG INTO THE LMS 

STEP 1: 

CLICK LOGIN 

STEP 2: TYPE 

USERNAME:  your employee ID 

PASSWORD: password 

 

STEP 3: 

CLICK LOGIN 



 

 

 

 

 

 

  

 
How Do I Find My Mandatory Courses 

STEP 1:  CLICK   

MY COURSES 

STEP 2:  CLICK   

MANDATORY COURSES 

STEP 3:  VIEW  

MANDATORY COURSES 



 

 

 

 

 

 

 

 

  

 
How Do I Start My Mandatory Courses 

STEP 1:  CLICK   

THE COURSE NAME 

STEP 2:  CLICK   

THE COURSE LINK 

STEP 3:  CLICK   

ENTER 



 

 

 

 

 

 

  

 
How Do I Print My Certificate 

STEP 1:  CLICK   

THE COURSE NAME 

STEP 2:  CLICK   

CERTIFICATE OF COMPLETION 
 

NOTE: You must complete the course 

before the certificate will be available. 

STEP 3:  CLICK   

GET YOUR CERTIFICATE 



 

 

 

 

 

 How Do I Know Which Mandatory        
Courses I Have completed 

STEP 1:  CLICK   

MY COURSES 

STEP 2:  CLICK   

MANDATORY COURSES 

STEP 3:   

Completed Mandatory Courses have a GREEN CHECK 



 

 

 

 

 

 How Do I Search For A Course 

STEP 1:  CLICK   

COURSE CATALOGUE 



 

 

STEP 2:  CLICK A SEARCH METHOD 
 

BY TITLE:  type in part of the title name 

BY THEME:  learning programs like Core  

    Curriculum 

BY FORMAT:  online, classroom, blended 

BY DATE:  calendar view of courses offered 

BY KEYWORD:  type in any keywords 

 

 



 

 

 

 

 

 

 How Do I Register for a                              
Classroom Course 

STEP 1:   

CLICK   COURSE CATALOGUE 

CLICK   BY FORMAT 

STEP 2:   

CLICK  CLASSROOM 

CLICK the class you would 

like to attend 



 

STEP 3:   

CLICK  SIGN-UP  

for the session you would 

like to attend 


