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Getting Started Accessing the Learning Management System (LMS)
Overview 
An LMS is an electronic teaching and training software platform that enables organizations to easily create, manage, track and collect employee training results (e.g., scores on each test for each individual is stored). Often completion certificates and CEU credits are awarded when a lesson’s test is passed.   
The LMS is an Internet-based application, getting there is as simple as getting to any page on the Internet.  

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 and press <ENTER> - this URL should have been provided by your manager.
Tip: You can now add this page to your Favorites or create a Desktop shortcut to quickly access your Log-in page in the future. 

3. Enter your Learner ID – this should have been provided by your manager.
4. Enter your password. – this should have been provided by your manager.
5. Click the Log In button.
6. The first time you log in you will see the Registered User Agreement.
7. Read the agreement and check the agree checkbox located at the bottom of the page.
Note: You cannot continue until you accept the agreement.
8. Click the Send My Response button.
9. Your Personal Page should now be open.
Tip: Use your Help button on the menu bar to find Help documents about all Learner activities. These documents open a Word documents and can be edited and printed. 

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. 
Note: If you receive the message “You do not have access to change your password”, you will need to contact your system administrator. 

Steps to Change Your Password:
From your ‘Personal Page’, click the View button to the right of “Change My Password” at the bottom of your screen.
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Your ‘Change Password’ page opens. 

[image: image2.jpg]Change Password - Kathy Cobb

To change your password, perform the follawing steps:

Enter your current password,
Enter the new passward you want to use in the New Password box.
Re-type the new password you want to use in the Canfirm Passward box,
click Submit to make the change.

rone

Current Passward:

New Password; | MUST contain at least one number (0-9)

Canfirm Passward:

Submit





Enter your Current Password.
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Ta change your password, perform the fallawing steps:

Enter your current password,
Enter the new passward you want to use in the New Password box.
Re-type the new password you want to use in the Confirm Passward box,
Click Submit to make the change.

Current Passward: [» "‘

New Password; MUST contain at least one number (0-9)
Canfirm Passward:

rone




Enter your New Password. (Passwords must be at least seven (7) characters long, and must contain at least one (1) number.) 
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To change your password, perform the fallawing steps:

Enter your current password,
Enter the new passward you want to use in the New Password box.
Re-type the new password you want to use in the Confirm Passward box,
Click Submit to make the change.

Current Passward: I Z

New Password:

FoTn

MUST contain at least one number (0-9)

Canfirm Passward:

Submit




Enter your new password again in “Confirm Password.”

Click the Submit button. 
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Click Here to return to your Home page.




Tip: You may also use the ‘Change my Password’ link under Tools on the menu bar.
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