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How to register for training as a 
student



First, scroll over 
‘my training’

Second, click 
‘instructor let 
training calendar’



Click the title of the 
training you want 
to enroll in

If you don’t see 
your training, 
please check to 
make sure you are 
in the correct 
month.



Click on ‘request’ 
to enroll. 

If there are 0 seats 
available, the blue 
button will say ‘add 
to waitlist’ rather 
than ‘request’



How to access resources as a 
student







Please click on the 
blue drop down 
arrow first, then 
select: view 
training details



Click on the 
training resources 
that you’d like to 
access



How to raise hand in WebEx





First click on the 
three dots

Second, click on 
raise hand



How to use the chat as a student



First, click on ‘chat’

Type your message 
into the chat box, 
then hit ‘enter’ or 
‘return’

Select if this 
message is to 
everyone, or only 
one other person 
in the meeting



How to share your screen as a 
student



First, click on 
‘share’

Unless you are 
sharing a video, 
select ‘optimize for 
text and images.’ 
Then hit ‘screen’ to 
start sharing.



How to evaluate a course as a 
student







How to launch the pre and post 
tests as students





First, click on the 
blue drop down 
arrow

Second, click on 
the ‘view training 
details’





How to view certificates










