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Participant User

Guide

Portal Sign In

Users must sign in using
their unique portal link with the email
address and password associated with

their portal account.
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Accessing Courses

After logging in, users are taken to their My Learning page where they can access
existing enrollments or explore the course catalog to order additional products.

Explore Catalog

To view and enroll in courses or libraries, click “Explore Catalog.”
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Launching Courses

To take a course, click the “Launch” button next to the course or library to be
taken to the Kaplan Learning Management System (LMS). Here, users can explore
available courses in their library or directly access an individual course
enrollment.
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Ready for more?
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Browse our available courses and industry-leading study solutions.



Accessing a Library

Once the library is launched, courses will be Financial Learning Library
organized into “All,” “In Progress,” “Completed,”
and ”Not StartEd.” All Courses In Progress Completed Not Started

Filters

Field of Study
Users may also filter courses in the library

by clicking the Filter button on the right Al

Theme
All

Formats

To determine the field of study, click on the info icon. Users can also click on
“View Details” for a course description and learning objectives.

Field of Study Credit Hours
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To enroll in a course, select “Launch”
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Completion Certificates

To access new and past certificates, click the left menu and select “Completions
and Certificates.”
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From here, you can Export an Excel file of course completions or click “View
Certificate” to view, print, or save a copy of the completion certificate.
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