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1. How	  to	  create	  a	  New	  Account	  
2. How	  to	  enroll	  into	  a	  Web-‐based	  Course	  
3. How	  to	  enroll	  in	  an	  Instructor	  Led	  Training	  Course	  
4. How	  to	  enroll	  in	  an	  Instructor	  Led	  Training	  Course	  Using	  the	  Calendar	  

	   	  

Step	  01:	  	  From	  the	  Moodle	  Home	  Page,	  select	  “Create	  New	  Account.”	  
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Step	   02:	  The	  System	  will	  direct	   the	  new	  Student	   to	   the	  Registration	  Page.	  Complete	  all	   text	  
fields	  and	  choose	  your	  assigned	  Agency.	  Then	  click	  “Create	  My	  New	  Account.”	  	  
	  

	  
Step	   03:	  Upon	  Completion	  of	   the	  Registration	  Page,	   the	   System	  will	   generate	   a	   request	   for	  
approval	  by	  your	  Training	  Coordinator.	  	  
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Step	   04:	  Upon	  approval	  by	  your	  Training	  Coordinator,	  an	  email	   confirmation	  will	  be	  sent	   to	  
your	  email	  address.	  As	   indicated	  below,	  click	   the	  confirmation	   link	  and	  your	  account	  will	  be	  
created.	  
	  

	  
Step	  05:	  Upon	  confirmation	  the	  System	  will	  automatically	  return	  you	  to	  the	  login	  screen.	  Enter	  
your	  personal	  username	  and	  password	  to	  gain	  access	  to	  the	  System.	  
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Step	   06:	  On	   your	   personal	   homepage	   you	  will	   see	   a	   calendar,	   and	   the	   Course	   Catalog,	  My	  
Courses,	  and	  My	  Transcript	  tabs.	  
	  
By	  clicking	  on	  the	  “Course	  Catalog”	  tab	  all	  courses	  available	  to	  you	  will	  be	  listed	  by	  Category.	  
To	  access	  or	  enroll	  in	  a	  course,	  click	  the	  course	  name	  within	  the	  catalog.	  	  
	  

	  
“My	  Courses”	  tab	  will	  display	  both	   instructor	   led	  and	  web-‐based	  courses	  that	  the	  Student	   is	  
enrolled	  with	  the	  appropriate	  time,	  date,	  and	  location	  for	  all	  instructor	  led	  training.	  From	  the	  
My	  Courses	   tab	  the	  Student	  can	  also	   launch	  their	  web-‐based	  courses	  by	  clicking	  the	  Launch	  
Button.	  
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“My	   Transcripts”	   tab	   will	   display	   all	   courses	   complete	   with	   date	   and	   time	   stamp	   and	   the	  
availability	  to	  print	  a	  certificate	  of	  completion.	  
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Step	   01:	   Click	   the	   “Course	   Catalog”	   tab	   to	   view	   all	   courses	   available.	   Select	   the	  web-‐based	  
course	  you	  wish	  to	  enroll	  in.	  

	  
Step	   02:	  Upon	  selection	  of	  your	  web-‐based	  course,	   click	   the	  “Enroll	  Me”	  button	  on	   the	  self	  
enrollment	  page.	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

2.	  How	  to	  enroll	  into	  a	  Web-‐based	  Course	  	  
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Step	   03:	  Upon	  enrollment	   you	  will	   be	  directed	   to	   the	  Course	   Launch	  Page.	   Click	   “Enter”	   to	  
launch	  the	  Course.	  Pop-‐up	  Blocker	  must	  be	  disabled	  to	  launch	  the	  course.	  
	  

	  
Step	   04:	   	   Upon	   launch,	   follow	   the	   instructions	   on	   te	   Main	   Menu	   to	   access	   the	   Course	  
Materials.	  
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Step	  05:	  Upon	  exiting	  the	  Course	  click	  the	  Course	  link	  to	  return	  to	  your	  personal	  home	  page.	  
	  

	  
	  
Step	  07:	  Upon	  successful	  completion	  of	  the	  Course,	  your	  Transcript	  Record	  and	  Certificate	  of	  
Completion	  can	  be	  viewed	  under	  the	  	  “My	  Transcript”	  tab.	  
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Step	  01:	  Click	  the	  “Course	  Catalog”	  tab	  to	  view	  all	  courses	  available.	  Select	  the	  Instructor	  Led	  
Training	  course	  you	  wish	  to	  take.	  
	  

	  
	  
Step	   02:	   Upon	   selection	   of	   your	   Instructor	   Led	   Course	   (ILT),	   offering	   	   dates,	   location,	   and	  
schedules	  will	  be	  displayed.	  Session	  dates	  are	  displayed	  as	  links.	  Clicking	  a	  date	  link	  will	  enroll	  
you	  into	  that	  session,	  and	  add	  you	  to	  the	  course	  roster.	  The	  course	  will	  then	  be	  added	  to	  	  your	  
“My	  Courses”	  tab	  on	  your	  Personal	  Home	  Page.	  
	  

	  

	  
	  

3.	  How	  to	  enroll	  in	  an	  Instructor	  Led	  Training	  Course	  	  
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Step	   01:	   The	   Calendar	   is	   located	   on	   the	   left	   side	   of	   your	   Personal	   Homepage.	   	   Green	  
highlighted	   dates	   indicate	   a	   course	   is	   available.	   Hovering	   the	   mouse	   over	   the	   date	   will	  
display	  the	  Course	  name	  and	  other	  Course	  information.	  The	  Course	  name	  is	  displayed	  as	  a	  
link.	  To	  enroll	  into	  the	  Course,	  click	  the	  Course	  name.	  	  
	  

	  
Step	  02:	  Upon	  selection	  of	  the	  Course	  date	  the	  day	  calendar	  with	  course	  information	  will	  be	  
displayed.	  Click	  the	  “Click	  Here	  to	  Enroll”	  button	  to	  enroll.	  

	  
	  
	  
	  
	  
	  
	  
	  
	  

4.	  Enrolling	  in	  Instructor	  Led	  Training	  Course	  Using	  the	  Calendar	  	  
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Step	  03:Upon	  selection	  of	  your	  Instructor	  Led	  Course,	  offering	  	  dates,	  location,	  and	  schedules	  
will	  be	  displayed.	  Session	  dates	  are	  displayed	  as	  links.	  Clicking	  a	  date	  link	  will	  enroll	  you	  into	  
that	   session,	   and	  add	  you	   to	   the	   course	   roster.	   The	   course	  will	   then	  be	  added	   to	   your	   “My	  
Courses”	  tab	  on	  your	  Personal	  Home	  Page.	  
	  

	  

	  
	  
	  

	  
Should	  you	  have	  any	  questions,	  please	  call	  your	  Agency’s	  Training	  Coordinator	  or	  the	  POST	  
Training	  Coordinator	  at	  (225)	  342-‐1894.	  
	  
Thank	  you.	  
	  
POST	  LMS	  Administrator	  
	  

	  

	  	  	  

	  	  	  

	  	  	  

Contact	  Information	  	  


