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• In Learning Center, there are many ways to search for a course. The easiest way 
is to conduct your search from the home page.

• Click into the Search Bar located in the top right section of your home page 
screen. Type in key words according to the title of a class/course/curriculum 
and select the magnifying glass to search.

How to Search & Register in Learning Center
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As you type into the Search Bar what you are looking for 
Learning Center may start to auto fill. 

You have 3 ways to open your search:

1. Select the prefilled title of what you are searching for.

2. Select “See all results for (key words entered)”

3. Select Magnifying glass. 

Search Bar Results
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• Selecting the name of the course or selecting ‘See all results for…” will open a full list of options in 
the SEARCH RESULTS FOR LEARNING.

• If the title you are searching for displays you can click on it, to open the class/course/curriculum. 

Please Note: Learning Center categorizes classes as part of a group of activities a learner performs in the 
system. Your returned search result may also include courses, online training (OLT), documents, quick 
assessments if they are options available in the system.

Search Results for Learning
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SORTING SEARCH RESULTS:

• You may sort the results you see on the screen 
by clicking the drop-down menu next to the 
Sort By.

• The drop-down menu provides several options 
on how you want to re-sort the results.

Tip: Are you looking for the latest courses added to 
Learning Center? Select the option titled “Date 
Created: Newest to Oldest”.

Sorting Search Results
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FILTERING SEARCH RESULTS:

• If you want to narrow your search results 
further, look to the section on the left side of 
your screen titled, “FILTER YOUR RESULTS”.

• You can filter search results by:
o ACTIVITY TYPE
o TOPICS
o CREDIT HOURS
o LANGUAGE
o ACTIVITY AVAILIBILITY
o START DATE

Tip: For each item in the filter category there are 
sub-categories. You can see the number of 
trainings available in each sub-category. As you 
select the filter the Search Results will update. 

For example; there are 2 documents associated 
with the topic we searched for. 

Filtering Search Results
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Once you’ve identified the Curriculum or Course you need to register for:

• Select the 3 dots to the far right of the curriculum or course for More 
Actions.

• An option box will open to “Register”, “View Details” or “Add To 
Playlist”.
o Select Register to register for the curriculum or course.

• If you click the title of the curriculum or course – you can also register 
from within the details of the curriculum/course and then click the 
Register button.

How to Register
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