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association’s corporate contact.
If you need this information,

You will now be in the paper’s private “Training please call Pro-Training toll-
Management” area. The following training functions are provided: free at: 1.866.793.4820

You will find the list of courses
offered here. Click on a specific
course to see a description.
Once you find a course for an
employee, click on “distribute
to users” located on the right-
hand side of the course list.
This will take you to the
“Distribute Courses” wizard.

The “Distribute Courses” wizard
guides you through four easy
steps on how to purchase training
courses for your employees. For
any employee without a user
account, you can create one for
them here.

Step 4 of 4: If you haven’t already
purchased credits to pay for the
course(s) selected, you must click
on “Purchase Credits” before
clicking “Finish.”

Here, you may view reports,
permanent training history and
progress of your users.

Here, you will be able to view information about your

M
Users users and/or create user accounts for your employees.
.‘ You may:
3 =  Add users |nd|_\/|dually
— = Bulk add multiple users

=  Send your employees a pre-created
welcome email, which includes their
username and password.

| Step 1 of 4 - Choose Type of Users

Please choose your users:

O My users already have accounts

® I need to CREATE my user(s)

f Step 2 of 4 - Add Users |
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| Step 3 of 4 - Choose Courses To Distribute |
Please select the courses that you want to give your 1 preselected users access to:
Programs
[ Access 2003
[ sasics of Business Math
_- o
| Step 4 of 4 - Courses Confirmation |
1 want to distribute the following Courses:
| Program: Sales 101: Intro to Community Newspaper Advertising S to 1 user(s).  View/Edit Detais ‘
= Purchase Credits 4™ Back ) | Finish

Please ensure you have purchased credits for the courses you are
subsidizing for your employees. If you have no credits during the “Distribute Courses” wizard, be sure to click

on “Purchase Credits” before clicking “Finish.” If not, your employee(s) will see a payment notice before they
can access the course.

Spend some time browsing through the extensive course list and navigating the training
management area. This site has been designed to be easy, secure, and beneficial to you and your



