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To work with the gradebook, scores, and certificates

To work with the gradebook, scores and certificates

To your gradebook

1. Logon at www.igainstitute.com.

CUUEE A20UT US | ONLTHE TRATNING | L

INTERMATIONAL O]
WORESHOP

IIIIII i DOHLINE COURSE ANNOUNCEMENT
I coMING SOON! -
polnire io Booe] faki)

| RECISTER STORE/ORC IMANACER

2. Enter your username and
password.
Welcome
to Web Based Training
3. Select the view of the course list
you want to see: All Courses or Chaose a Position: &
En rol Ied Cou rses. --Choase fram the Following- =
Choose a Course List: &
Links to both views are available © Al Soses
- = Enrolled Courses
at all times.
Skip This Screen Next Time: 2
[T ¥es (not available if you have more than ane position)
Submit
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1 on riol Foedoac Home
4. On the All Courses page click = " :
o]
Grades. /GRIC 27
All Courses
Tools @ Ponition Your Name 2 Organization - Your Store Name
Courses

All Courses ¥ pui
1000 Ertry Lovel Welcome o VWisb Blased Trarmng Incormplete
US English = JAQIEY Lt < Cunslivane Sprvbie it Brotnostatlinn:  nomepiets
oo oy s Bakery Citrk Mot Stivted

Log Off Holp Foudback Home

5. On the Gradebook page, view the
list of courses you are enrolled in.

First on the list are the courses you
have completed, followed by those

Courses
=
UsEngich =] (e ) Customer Sansce an
Professionalism
s

Gradebook

Your Name & Organization Your Store Name

Gradebook for Your Name .

| =

d

you are still working on. BN e -
E
EEGETE  Customer Senvice and 29-Dec-2006 Details
To view test scores
6. A. To check the post-test scores, e s -
find the course you want to check R S,
and CIiCk on Details to the r|ght Of Toote [FEEH  povtion Your Name D Organization Your Stare Name
the course name. ::‘\ "::.": Gradebook for Your Name .
e courses - - - v
[USEngish =] |Emmme  Cusomer Sewice s 2un2006  26Jun2006  Dealshe
ek based] E
29-Dec-2006 Details
B. A window displays with the
post-test names, scores, status, and Course Name - Studert Name
test dates. The test information is Prof in the Workpl
. . - Score: 0% Stastus: Incomplete 23-Aug-2005
listed in chronological order, Prof in the Workpl
showing the most recent test first. Drofosnrr o S et e

Score: 76% Status: Incomplete 23-Aug-2006

Customer Service |

Score: 88% Status: Complete 22-Aug-Z006

Customer Service |

Score: 94% Status: Complete 21-Aug-Z006

Close |
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To view/print the certificate

7. To view the certificate, click on

the Certificate icon to the right @ cas rasobonk
side of the completed course e G v YourName D oo YourSoreName
name. = :'I:. Gradebook for Your Name .
e = - = =
[USEngish =]  |EEEEEEe  Customer Sewice an Hdun 06 w05 Deldlshe

Customer S d 29-Dec-2006 Defails o
8. On the Certificate window, click R ) — 0O
the printer icon on the toolbar or || 2 =2 s == e @ (Lo B8 ==

select Print from the File menu.
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This is to certify that

To save the certificate as a web page

and click OK.

9. On the Certificate window, go to File—Save As.

10. On the Save Web Page window, select the location where you want to save the certificate

To save the certificate as a web page

12. Open the Word file and go to Edit Paste.

13. Save the Word file.

11. On the Certificate window, go to Edit —Select All then to Edit—Copy.
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