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1. SCROLL DOWN YOUR COURSE, BE SURE TO CLICK ON EVERY “CLICK HERE TO VIEW THE DOCUMENT” FOR COURSE 
INFORMATION. 

2. ANSWER ALL EXAM QUESTIONS.
3. NOTICE THE SAVE BUTTON. We recommend you save about every 50 questions. Then return to your course to complete.
4. SUBMIT ALL ANSWERS AT THE END (see last slide for more details in how to do this…)

HOW TO DO YOUR COURSE:



To save your progress please click the “Save Button” located at the top right hand of page. 

*This button will always be available at the right hand of page! 

HOW TO SAVE  YOUR COURSE: 



1. CLICK THE SAVE BUTTON AT FRONT OF COURSE. 

2. Then, you will see…“Do you want to save your progress & Exit” Button 

3. Click the “OK” button to SAVE YOUR PROGRESS! 

4. Exit course. Then sign back in to continue your course with your email login.

5. Do not click the “Back to Quiz” button. The “Back to Quiz” button 

Will NOT save your progress! It will Only take you back to your quiz!

HOW TO SAVE YOUR PROGRESS: 



*BE SURE NOT TO LEAVE YOUR COURSE IDLE!*
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ALERT!!

READ BELOW!!!

WHEN SAVING YOUR PROGRESS… 

AFTER SAVING YOUR PROGRESS, THE QUESTIONS YOU ANSWERED WILL BE 
ELIMINATED FROM YOUR COURSE, AS YOU HAVE ALREADY ANSWERED THEM!

BE SURE TO ANSWER QUESTIONS CORRECTLY BEFORE YOU SAVE AS THE 
QUESTION(S) WILL BE ELIMINATED FROM THE COURSE AFTER SAVING!
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KNOW THAT…
*You can scroll up and down your course!
*Be sure to SAVE YOUR PROGRESS BEFORE YOU LEAVE!
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*6. ALERT!! BE SURE TO NOTICE IF THERE ARE MORE THAN 1 SLIDE IN 
THE DOCUMENT!! *THIS DOCUMENT HAS 4 SLIDES!! *CLICK THE ARROW BUTTONS TO SCROLL THROUGH 

SLIDES.
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WHEN FINISHED…SUBMIT YOUR ANSWERS!!!
1. AT THE END, BE SURE YOU HAVE ANSWERED ALL YOUR QUESTIONS AND THEN SUBMIT BY CLICKING THE “SUBMIT MY 
ANSWERS BUTTON.” If you did not answer all exam questions, a pop up window will tell you what questions you need to 
answer. A score is generated ONLY after ALL questions have been answered. A certificate is generated and emailed to you 
only if you pass with a 70% or greater score, or a fail score is sent.
2. BE SURE TO VIEW ALL YOUR DOCUMENTS! *SAVE YOUR PROGRESS FREQUENTLY!*


