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Important Note 

Don't worry if your profile doesn't look exactly the same as the 
sample profile used in this guide. 

The Essential Learning Community Access Site (CAS) system allows 
individual organizations a great deal of flexibility in customizing their own 
CAS.  For this reason, certain sections in your site may not appear exactly 
as they do in the pictures in the following guide. 

The basic functionality of the system is consistent across each CAS. 
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Logging On 

Whether you're a first-time user or returning to take courses you have already signed up 
for, your first step will be to access the login page for the Community Education Center. 
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Returning Users 

Simply enter your username and password and click log in when you reach the login 
screen.  If you have forgotten your password, click on the link to retrieve it using the 
security question you provided at registration. 

 
A sample login screen; click on "Register Now" if you're a new user. 

First Time Users: Setting Up Your Account 

¶ If you have never logged on before, you will need to set up an account by clicking on 
the "Register Now" link on the login screen. 

¶ Create your account information. Required fields are indicated with a red *. 
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The demographic information collected by your CAS is designed to keep your account anonymous 

¶ Your particular organization may have added, modified or removed certain fields, but 
a site will typically collect the following data: 

User Name You may enter in any username you wish; this will be 
the login you use on each time you visit to the site.  
Once you create a username it cannot be changed. 

Although your username will not appear on any 
reporting data available to site administrators, it is 
recommended that you avoid a username that can be 
easily identifiable. 

Password Enter any alphanumeric character string here 
excluding apostrophes. 

Security Question  If you forget your password, you can retrieve it by 
answering the security question associated with your 
username.  You need only choose one security 
question; each question is designed to rely upon 
information that you can easily recall but is not likely 
to be known by other users. 
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Security Answer  

 

Enter the answer to the security question you chose in 
this field.  Keep it simple, short and easy to 
remember; if you forget your password, youôll need to 
enter this exactly as you typed it. 

Age Group, Gender and How 
Did You Hear About Us? 

In order to better serve their communities, site 
administrators often need the ability to report on types 
of users who are taking available courses.  The 
information in these fields cannot be used to identify 
specific usersðonly combined information (e.g. the 
number of users in a specific age group who have 
registered with the site). 

Taking an Online Course 

Enrolling in a Course 

If you wish to take an online course, simply click on the Learning Catalog button at the 
top of your screen. 

 
The Learning Catalog contains online courses 
and might also contain live classroom trainings 

Once you reach the Learning Catalog, you may search by any combination of keyword 
and course category. 

 
This learner searched for all Life Skills courses containing the keywords "self advocacy" 

You can retrieve a brief description for any training by clicking on the course title from 
this screen. 

Once you have found the course you wish to take, simply click on the "Enroll Now" 
button to add the course to your profile.  Once you have finished selecting the courses 
you wish to enroll in, you can return to your My Learning page by clicking on My 
Learning/View Courses and Events. 
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All courses that you are actively taking will appear on your My Learning page on the 
Current tab under the "Online Training" heading along with total credit hours: 

 

Navigating Through an Online Course 

To access an online course, simply click on the course title from your enrollment page. 

The initial view you will see upon opening an online course includes the course menu 
on the left-hand side of the screen and the course content window on the right-hand 
side.  You may toggle the course menu bar open or closed by simply clicking on the 
arrow separating the two panels. 

When you first open a course, the course content window will display the course 
navigation video button.  To watch a brief video on how to take a course, click on the 
button named ñclick here to learn more about how to view this courseò.  You do not 
need to have sound on your computer to watch the video. 

To access a course section, just select the section title in the menu panel. 
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The learner has just clicked on the "Self Advocacy: Communication Skills " link above. 
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By clicking on the "Close" link on the menu bar, the learner can now view the whole course window and 

has hidden the course menu.  The learner can reopen the course menu by clicking on the "Open" button. 

Once you have finished viewing the course content, you will be considered "Complete" 
for the course.  You may be asked to fill out a survey; if you are, please complete it 
immediately after finishing the course.  Surveys cannot be taken after the course is 
complete. 

To access a course to review content after you have completed viewing it for the first 
time, click on the ñCompletedò tab of your My Learning page and then click on the 
course name. 

Enrolling in a Live Event 

If your CAS offers live events, you can search for them in the Learning Catalog the 
same way as described in the Enrolling in a Course section. Simply select "Events" from 
the first dropdown in order to narrow your search to live trainings only: 








