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Step 1 of 9: 
Start by clicking on the blue button on your main 

dashboard page. 

Step 2 of 9: 
If you are ready to start now, click 

“Yes, Start Training Now”. 

Step 3 of 9: 
Click the big blue button to access the 

Course Library. 
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Step 4 of 9: 
At the top of the landing page click, “The 

Library” 

Step 6 of 9: 
Click the category 

you want. 

Step 5 of 9: 
From the course menu 

options, click on  

“GENERAL EMPLOYEE 

COURSES (Professional 

Development)” 

Step 7 of 9: 
Click on “LAUNCH” 

for the title you want. 
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Step 8 of 9  
You may choose to take the Pre-Test 

to have a score measuring your 

knowledge of the course subject 

before starting instruction. 

Step 9 of 9: 
After completing the 

pretest, click on “Table of 

Contents”. This will give 

you links to each of the 

topics covered in the 

course you are taking. 


