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.  Timing Out  

To log out of the system, click the Logout link located in the upper right of the 

screen, just below The Learning Center logo.  

While you are logged into The Learning Center online system, there is a 20 minute 

limit for non-activity. If you have not performed a function that accesses the server 

(page navigation or data loads) within this timeframe you will automatically be 

logged out of the system and must log back in to continue. Note, however, that this 

will not occur while you are viewing a lesson.  

 

If you are a reseller or guest, the system 

administrator will set a permission within 

the system to give you access.  Once this is 

done, you must self-register.  To do this, 

click the Don’t have a username? Click here 

link on the home page.  You will be directed 

to the pre-registration page.  

 
On the pre-registration page, you will select 

your group type from the drop-down menu 

(reseller, guest, etc.) and click Next. You 

will then be asked to enter your account 

number or access code and click Next. 

 
All resellers will see a validation screen identifying your company name and city.  If this 

information is correct, click Yes. If this information is incorrect, click No and contact 

the system administrator. If the system tells you that you have an invalid account 

number, check to be sure you are using the correct number before contacting the system 

administrator for assistance. 

 

Logging Out  
 

After validating that the company name 

and city are correct, you will be directed 

to a registration page.  Complete the 

form, then click Register.  A message 

will appear letting you know that you 

have been granted access to your Course 

Catalog.  Click Continue to proceed. 

 

An email will be sent to the email address 

that you supplied with your user profile.  

This email will confirm the username and 

password you have selected.   

 

 



 

 

The Location Information section is a free text area that the administrator may 

use to give you extra location information for live courses such as room numbers, 

building numbers or even driving directions.  

The Expert/Instructor section 

displays the name and contact 

information for the subject 

matter expert (for online courses) 

or instructor (for live courses).  

The Course Materials section lists 

downloadable files that have been 

included with the course. These 

files may consist of documents, 

presentations, spreadsheets, 

worksheets or any other file that 

the administrator has uploaded. 

To download course materials, 

simply click the desired link.  

The Objectives section lists 

the objectives of the course.  

When viewing the Course Catalog, the left side of the 

screen will display the catalog/course tree. Any catalogs 

that you have been given permission to see will be 

displayed. To see the sub-catalogs and courses within a 

catalog, simply click it and its sub-elements will be 

displayed. Clicking a course name will take you directly 

to the Course Details screen for that course.  

The Description section contains 

a text description of the course as 

entered by the system 

administrator.  

The course details screen provides you with virtually all the information for 

both live and online courses. The top of this screen contains basic information 

that may vary slightly for live and online courses including the name, cost, type, 

approximate length, available seats and date. Beneath the basic information, 

the screen is broken into the following sections. Note, however that not all 

sections will appear for all courses as much of this information is optional.  

The Course Details Screen  

 

The Course Catalog  

The Catalog/Course Tree  
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