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Administrating Training 

Select an 
existing 
user 

Or … add a new 
user (learner) 

Once you login, your name and 
the details of your Training 
Administrator will show 

Logging In 
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Administrating Training 

Administrator Login for First Time 

IMPORTANT:  

Customize your Training News; see 
QualityTrainingPortal.com/xxx for 
sample “Training News” scripts 

You can add the name 
of your organization 
when in the 
Administration mode 

This button appears 
only for the 
Administrator 
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Administrating Training 

Customizing Your Training News 

Add your news here.  News 
can include whatever 
information you wish to 
communicate to your users. 

Add the name of 
your organization 
here 

Enter information on 
your Training 
Administrator here 

IMPORTANT: 

Save after entering information 
by exiting administration. 
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Administrating Training 

Setting a Global Minimum Passing Score 

You can set a Global Passing 
Score; if learners do not achieve 
(at least) the minimum passing 
score, their tests results will not 
be saved 
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Administrating Training 

Accessing Learner’s Records 

View/modify/add 
learners 

Build a report of 
training records  

Backup training 
records periodically 

For additional 
information about 
administering 
training, click on 
the Help button. 
(See the Next 
Screen) 
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Administrating Training 

Additional Help Information 


