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How Do | Change My Password?
From the LOGIN Screen

USER ID
PASSWORD
Login

Have you been here before? Enter your User
D and Password above. Click "Login™

Firsttime to this site? Click here to create a
new account.
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If you forgot your ID, click here and enter your
e-mail address. The system will automatically
populate the USER ID field with your correct

/ \
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After Logging In
* In the Easy Links section, click
Options and Settings

Update Account Security Information
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* Security Question: what year is it?
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* Re-Enter Security ANswer: ssssssssssssssss

* |

Information section, click the word
Password.

* Follow password security rules and
on-screen prompts.

* Click Apply Changes when complete.

How Do | Find a Course in the Catalog?
SIMPLE SEARCH

[Catalog ( | Y 1

* In the CATALOG search box, enter one or more key words
and click .Keywords include title, description, and
course ID.

BROWSE CATALOG
¢ Click the word CATALOG.

Catalog

G

* Click a subject area in the left frame to view associated
items in the right frame.

ADVANCED SEARCH
* Click the word CATALOG, and then click Advanced Search.

Advanced Catalog Search
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* Enter criteria and select appropriate check boxes and radio
buttons.
* Click Search.

How Do | Print a Completion Certificate?
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* Click Completed Work.

Completed Work

* Hover cursor over a completed item.
¢ Click Print Certificate.

How Do | Enroll in a Class?

From Your TO-DO LIST

e Hover cursor over selected course and click
Register.

¢ In the Available Offerings section, locate the
desired class (offering) and click Register.

¢ Follow on-screen prompts to submit registration.

From CATALOG SEARCH RESULTS
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¢ Click chevron next to course title to display
available offerings

¢ Click Register, and then follow on-screen prompts
to submit registration.
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