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STEP 1:
Click on 

Evaluate a 
course

STEP 2:
Enter your 

Lotus Notes ID 
and Password



STEP 3:
Click on 

my courses

STEP 4:
Click on the 

evaluation icon

STEP 5:
Fill out the  
evaluation

and click on
SUBMIT

The course evaluation and certificate will 
be available for 7 days following the live 
event.  However, for a meaningful evaluation, 
completion within 48 hours is recommended.  
Questions?  Call 559-6192.

STEP 6:
Follow the 

instructions to  
print your  
certificate

	 You may save a copy of your certificate in your electronic records.

	 You may view and/or print your entire continuing education transcript by going to STEP 3 and clicking on TRANSCRIPT.


