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The first step in taking the online training courses is to create a user account. Click on the 
“Online Training Courses” menu-tab. Then, select  “Create an Account”. 
 

 
 
Click on the “Register” button to complete the “Create an Account” process. ↑ 



 
Once you have created your account you can login to the system using your Primary Cost 
Center ID and Employee ID numbers. 
 

 
 
 
You should see the available online courses that are required for your certification.  
 

 
 
To view the “Training Materials”, select “Download”.  
 

 



  
 
 
To take the “Online Test”, select “Take the test”.   
Note: You will be asked to enter your digital signature prior to taking each test.  
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Click on the “Submit” button when you have completed all of the test questions.   
 
 
 
 
 



The system will let you know the score of your test.  Below is the screen you should see 
if you have passed the test. 
 

 
 
If you fail the test, here is an example of the screen you will see.  
*Note that you are notified of how many more attempts you have to pass the test online. 
If you do not pass the test online, contact our training center. 
 

 
 
To track the progress of your online training and testing you can always login to your 
profile. Note: You have the ability to “edit” your personal information at any time.  
(Make sure to logout of the system when you are done)! 
 



 
 
 

 
 
 


