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1) Navigate to 
the Login 
page 

 
2) Enter 

Username 
and 
Password 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

  

Should you have any problems 
running any of the material and 
are not sure what browser you 
are using or whether you have 
Flash already installed – simply 
click the compatibility check 
link and the system will check 
for you  
 

 If you need to contact the system help and support at 
any time, simply click the Help and Support link at the 
top of the page and type in your details, including 
email and phone number and let us know what the 
problem is and we will contact you – or you can call us 
on 01943 6059 

Click here to 
logon to the 
system with your 
pre-assigned 
username and 
password  
 

Click the login 
button  
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When you first log into the system 
you must check you details are 
correct. Click here to edit your details 
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This is the Edit My Details screen. 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can upload a photograph here  
 

Amend your 
details here  
 

Remember to press save if you have 
changed or added anything  
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Learner Dashboard 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

These tabs are optional 
features and will not be 
covered in this guide  
 

Your Active Learning tab  
 

Your Completed 
Learning tab  
 

To access a course simply click 
the Title of the course you wish 
to access  
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Select Begin Training to 
launch the training material 
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To learn more about the 
navigation bar click 
Help  
 

You can move to the next 
page when the forward 
button flashes green  
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This screen explains the features of the 
navigation bar  
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Select the Jump to 
page button  
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Jump to page is useful when you have completed a 
training unit and wish to review a particular page. 
This button allows you to easily navigate to any other 
page in the training unit. It also displays the current 
status of each page. Hover over the page title to see 
a quick synopsis of the page's text. 
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Click start to 
begin the 
training  
 

After you have completed 
the training click here to 
access the test or quiz  
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This is an example of a multi choice question 
 
 

 
 
` 
 
 
 

 
 
This is an example of a Hot Spot question 
 
 
 
 

 
 
 
 

Quizzes are usually made up of 
multi choice questions  
 

Click on the image where you 
think the correct answer is  
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This is an example of a Drag & Drop question 
 
 

 
 
 
 

 

 
 
 
 
 

 
Click the words and drag them into the 
correct boxes  
 

When you have successfully complete the 
Quiz - It will be indicated on your record  
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Click on the word here to 
launch the evaluation  
 

If you are required to complete an 
Evaluation before the course is 
marked complete, this instruction box 
will appear   
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The course has moved from the active 
to completed learning page. The 
course is available for you to review at 
any time  
 


