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Quick Reference Guide for Learners
Accessing the MC Strategies Learning Management System (LMS)
The LMS is an Internet-based application, getting there is as simple as getting to any page on the Internet.   
Getting Started 
Some companies create a link from their employee website to the LMS Log-in page. If that is true for you please go to your employee web site and click on the MC Strategies link and begin with item # 3 below.
If you are using Internet Explorer start with # 1. 
1. Double click the Internet Explorer icon on the Windows Desktop 
2. Type www.webinservice.com/youraddresshere on the address line (URL) and press <ENTER>
You can now add this page to your Favorites or create a Desktop shortcut to quickly access your Log-in page in the future. 
1. Enter your Learner ID – this should have been provided by your manager 
2. Enter your password. If this is the first time you have logged in your default password is hello.
3. Click the Log In button 
4. The first time you log in you will see the Registered User Agreement
5. Read the agreement and check the agree checkbox located at the bottom of the page

Note: You cannot continue until you accept the agreement.
6. Click the Send My Response button 

7. Your Personal Page should now be open
Change Your Password
Once you are logged in your Personal Page opens. If this is the first time you have logged in it is a good time to change your password. 
1. Click the View button next to Change My Password at the bottom of your screen
2. Enter current password 
3. Enter new password

4. Enter new password again in Confirm Password
5. Click Submit button
Personal Page
Each time you log your Personal Page opens. There is a series of Menu Tabs across the top of the page and a set of Quick Links down the left side of the page. The quick links take you directly to the page they describe while the menu tabs offer you additional options. 
E-Learning 
My E-Learning Lessons – takes you to your Lesson Plan and the ability to view and sort you lessons a variety of ways.
E-Learning Not Completed - This page lists only your incomplete lessons. 
E-Learning All My Lessons – This page lists all of your online lessons both complete and incomplete.
E-Learning by Program - This page sorts all of your lessons by a Program. If your manager has asked that you complete all of your HIPAA lessons, you could use the Program sort to ensure you have completed all lessons assigned by the HIPAA program.  Not all managers assign lessons by Program so this page could be blank even though you have lessons assigned.
E-Learning by Module – This page sorts all of your online lessons by the module used for assignment. A module is group of lessons assigned together by the administrator based on training objectives. Your manager may ask you to complete all of the lessons in the Mandatory module. Click on the tab for E-Learning by Module to locate these lessons.
E-Learning Self Enroll - This page lists all on line lessons that are available for you to choose to assign to yourself. On this page you have the choice to see what lessons are available to the entire organization, only your facility, only your department, only groups that you belong to, or just for you. You may remove any incomplete lessons from your lesson plan that you added by the self enroll process. 
E-Learning Self Enrollment – takes you directly to the E-Learning Self Enroll page.
Calendar – shows what days you have lessons due and the number of lessons due 
Classes & Events 
My Classes and Events –
Class & Events Not Completed – a list of any Classroom Events you are scheduled to attend 
Class & Event All My Events – a list of all Classroom Events both scheduled and completed
Class & Event Completed – a list of all Classroom Events that you have already attended
Class & Event Self Enroll –allows you to register for classes and events that are open for registration
Class & Event Self Enroll – takes you directly to the Class & Event Self Enroll page
Calendar 
A monthly calendar identifies the days you have lessons due or events scheduled.
Surveyor 
Displays a list of all surveys you have completed as well as not completed. 
Reports 

Transcript all Training - Transcripts include due dates, start and complete dates, scores and CEUs.
Show all – lists all training, e-learning, classroom and On-track events whether complete or incomplete.  
E-learning – lists only E-learning lessons, complete and incomplete. 
Classes & Events – lists only classroom training items, complete and incomplete 
OnTrack – lists all items, complete & incomplete entered through OnTrack
E-learning Credits Earned
Lists completed e-learning lessons that are approved for credit by one or more providers also includes a link to the certificates for each lesson for learners to print.
Tools
References & Links 
My Reference List - page lists all personal (added by learner) and global (added by administrator) references.
Add & Edit References - allows a learner to add a new personal reference or edit an existing personal reference by adding/editing the URL and description
Personal Journal – a journal for you to write in and is only visible to the learner and accessible from any lesson page except the lesson test.
View My ID Profile – lists the learner’s basic information as provided by the administrator or facility HR system. Also allows the learner to update or add his/her e-mail address.
Change password – page allows a learner to change his/her password
Log Out – Exit the system 
Help – Access to a list of detailed instructions for each item on your LMS. (e.g., Step-by-step instructions for How to Create an OnTrack Item.) 
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