CJLEADS TRAINING REGISTRATION REFERENCE GUIDE

(Not for State Employees)

Registering for a New User Account:

Go to the link: https://ncgov.csod.com/

For New User: Select the Click here button
beside Register to create account.

NOTE: This step is for users who do not
have an existing account in the NC Learning
Center. If you have previously created an

account, skip to the next page for
instructions on ‘Logging In.’

Fill in your personal information on the
screen to continue to NC Learning Center.

Please provide:

First Name

Last Name

Email Address

Phone (Good Contact Number)

User ID (Use Email Address)

EE Code (CILEADS) ALWAYS

Category (Associated State Agency) ALWAYS

Association (Dept. of Information Technology)

North Carolina

Learning Center sl B3 il 32°2" N3 X,
— = -

User ID

Password

* First Name:

User
* LastName: | 1p
* Email Address UsertestID2020@outlook.cor
" Phone: | 919-000-0000
TUseriD: | yser 1D

EE Code (Enter code if
provided one)

*Category
Associated State Agency
Local Government

* Association: | University

bRy Colege: Select a EE-Reg-Category

* Passwords must contain both upper and lower case letters.
* Passwords must contain alpha and numeric characters
* Passwords must be 8 - 20 characters
* Passwords cannot have leading or trailing spaces.
* Passwords cannot be the same as the Usemame, User ID, or email address.

= New password

* Confirm password

Already a user? Login here
Return to Browsing? Click here
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Logging In: 5
Log into NC Learning Center using your User L’i‘;:g;ncg:aég:::ear .'ﬁ @ & :g WA £

ID and password.

NOTE: If you forget your User ID or Password,
select the Forgot Username? or click here
beside Forgot Password for assistance.

Do not create another account!

For additional assistance contact your
agency Training Coordinator or the

CJLEADS Help Desk at 919-754-6949 e
from 8am to 5pm Mon-Fri. Password

Searching for Training: Full screen:
Enter DIT CJLEADS in the Search field in the

upper right- hand corner or middle left side s INC '°m‘”9m :] =

of the Welcome page.

Hello, Jessica, let's get started.

Press <Enter> or click the Search button. [ ] ——

A user will be looking for:

DIT CJLEADS Training Introduction Close-up — Top Right search:
(Prerequisite Automated Online)

DIT CILEADS (End User) Training Search L]
(Instructor Led Online After DIT CJLEADS
Introduction Completed)

The Learning Center returns a list of all Close-up — Middle Left search:

courses related to the search term you Hello, User, let's get started.

entered. =

To display the details of a specific course [searen | Q
found by the search, click the title in the -

search results.
Search Results:
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CJLEALS
-r;.

Global Search

DIT CILEADS (End User)

Refine search

Training results (3)

Emmxa DIT CJLEADS (End User Training) Law Enforcement Only
E $0.00

Event | n Te

Registering for a Learning Object:

After displaying the course description page
from the search results, you may see
different action options.

Request
Click Request button to request a registration

for that training.
(DIT CJLEADS Training Introduction and DIT
CJLEADS (End User) Training)

Launch
Click Launch to launch the online training.
(DIT CJLEADS Introduction Only)

Upcoming Sessions

Date (Ascending) ey 1 Session

NOV 318805
24 Tue, Nov

Re:

Wed

On Information Technology (DIT)

English [US)

ONLINE CLASS

DIT CJLEADS Training Introduction

Duration 1hour

ONLINE CLASS

DIT CJLEADS Training Intreduction

Details

Show More

Transcript:

The transcript stores your registered, in
progress, and completed training. The
transcript by default opens to Active training.

Access Transcript
On the Welcome page, you can click on the
Your Transcript link.

On any page, hover your mouse over the
Learning menu at the top and click on View
Your Transcript.

On the Transcript

You can begin training by clicking on the
Launch button on the right side of the
learning object.

Welcome Page:

Hello, User, let's get started.

Search

@ Your Trans:

Mo assigned training

Any page:

Hello, U

Sea  Browsefor Training
Microsoft Training _

Launch button:
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CJLEALS
-r;.

Transcripts can display the following status of
learning objects:

> Active

> Completed

> Archived

Click on the Active button and select
Completed to view your completed training.
Select Archived to view any archived training.

DEQ - Underground Storage Tank Online Primary Operator Training (Version 2) o =
e Status InProges

Active menu:

Active ™ By Date Ac
| & Active
Completed
na
Archived be O

Status Update:

You will receive automated email updates
from DoNotReply@nc.gov notifying you of
status changes and upon completion of the
training.

Dear User,

You have successfully completed the following training item. If required by the training administrator for this item, you
may have to complete the evaluation prior to receiving credit for this item.

To complete the evaluation, log into the NC Learning Center, view your transcript, and select the Evaluate or Manage link
next the the training item. After submission of the evaluation, the training item will move to the "Completed” tab of the
transcript.

To access your certificate, click the title of the class in the "Completed" tab of the transcript, scroll down and click the link
“Print Certificate".

Title:  DEQ - Underground Storage Tank Online Primary Operator Training (Version 2)

Class Description:

Training Hours: 0 Hours 0 Minutes

Vendor's Name:  Environment & Natural Resources

Thank you for using the NC Learning Center. To access your account and manage your learning activities, log into the NC
Learning Center at https://ncgov.csod.com -

Certificate of Completion:

You can view and/or print your certificate(s)
once a training object is completed.
Completed training is stored on the
Completed transcript.

Navigate to your transcript. Click on the
Active button and select Completed.

For the applicable training, click on the View
Certificate button.

Active ¥ By Date

| % Active

Completed

Archived M

und Storage Tank Online Primary Operator Training (Version 2)
0 Status: Completed

View Certificate e

Close-up:
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The certificate will open in a pop-up window.
You can save and/or print the certificate.

View Certificate b

Certificate of Achievement

CJLEADS

DIT CJLEADS (End Usei
by Inform

ning) Law Enforcement Only
chnology (ITS)

Date: 3272018

Thank you!
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