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How to Complete an Online Course Evaluation
 

1. After you attend a WORKSHOP, the class CONTACT will MARK ATTENDANCE from the SIGN-IN sheets. 

2. The Calendar of Events system will then send an EMAIL to the EMAIL ADDRESS in you REGISTRATION. 

3. Click on the LINK on the EMAIL to COMPLETE the ONLINE COURSE EVALUATION. 

4. Logon with your Region 10 Account to print your CERTIFICATE.  
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5.  Click on LOGON. 
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6.  Type in your EMAIL ADDRESS and PASSWORD. 

7.  Click on LOGIN button. 
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8.  Click on TRANSCRIPT. 
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9.  Click on here.  This will bring up the COURSE EVALUATION, if you did not complete it from the EMAIL. 
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10.  Complete each QUESTION. 
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10.  Complete each QUESTION. 
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10. Complete each QUESTION. 

11. Click on the SCROLL BAR to go to the bottom of the screen. 
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10.  Complete each QUESTION. 
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12.  Click on the SUBMIT SURVEY button. 
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13.  Click on the PRINTER ICON to print a copy of your CERTIFICATE. 
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14. You can LOGON other times to PRINT another copy of your CERTIFICATE. 

15. Click on the word CERTIFICATE in your TRANSCRIPT to display your CERTIFICATE. 

16. Send a copy of the CERTIFICATE to your PRINTER. 

 


