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Completing	
  the	
  Same	
  Online	
  Class	
  Each	
  Training	
  Year	
  
	
  

	
  
1. After	
  logging	
  on	
  to	
  the	
  LMS	
  through	
  BEACON,	
  type	
  the	
  online	
  course	
  name	
  or	
  keyword	
  you	
  are	
  searching	
  for	
  in	
  

the	
  SEARCH	
  field,	
  upper	
  right-­‐hand	
  corner	
  of	
  the	
  screen.	
  Press	
  ENTER	
  on	
  keyboard	
  or	
  select	
  course	
  if	
  it	
  appears.	
  
	
  

	
  
	
  

2. The	
  search	
  results	
  will	
  be	
  displayed.	
  	
  Click	
  on	
  the	
  desired	
  course	
  title.	
  
	
  

	
  
	
  

3. Training	
  Details	
  of	
  the	
  course	
  will	
  be	
  displayed.	
  	
  A	
  message	
  will	
  be	
  displayed	
  in	
  blue	
  “You	
  have	
  already	
  
completed	
  this	
  training.”	
  	
  Select	
  REQUEST.	
  	
  

	
  
	
  

1.	
  Search	
  for	
  it.	
   2.	
  Request	
  it.	
   3.	
  Launch	
  it.	
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4. You	
  will	
  be	
  prompted	
  asking	
  if	
  you	
  would	
  like	
  to	
  request	
  this	
  training	
  again,	
  select	
  YES.	
  	
  
This	
  resets	
  the	
  course	
  and	
  allows	
  for	
  recurrence	
  of	
  the	
  course	
  on	
  the	
  transcript.	
  	
  
You	
  must	
  complete	
  procedure	
  each	
  new	
  training	
  year	
  for	
  the	
  same	
  course.	
  
	
  

	
  
	
  

5. Last,	
  the	
  course	
  is	
  on	
  your	
  transcript,	
  click	
  on	
  LAUNCH.	
  

	
  
	
  
	
  

	
  


