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RWD SAP Navigation Course Registration Job Aid

Objective:  
This job aid was created by the Change Management IPT team to assist you registering for the RWD SAP Navigation Course.  This course has been identified as a pre requisite to all training related to the Core Financial roll out of IFM.

Lay out:
You will find detailed instructions, step by step to properly register for the course.  Below each step you will find an exact screen capture with the areas that require your attention circled.  

Design:
This Job Aid was designed so you could follow along as you complete the steps on line.  

Key Terms:
There are four key terms you need to be aware of as you begin the registration process.  Please review the definitions below.  For your ease, each key term will be in a unique color throughout this job aid.  The four key terms are as follows:

1) E-mail Address: You will be asked to enter into your e-mail address.  You MUST enter in your exact e-mail address in order to successfully register for the course.

2) Password: You will have to make up a password and enter it during the registration Password.   Your Password will help identify you should you decide to come back to complete the course.

3) Prepaid Voucher Number: This number will identify you as a member of the NASA Headquarters user group and is needed in order to gain access to the training.

4) Access Code: You will receive an Access Code via e-mail half way through the registration procedure.  You will need to enter your Access Code at the end of the registration process in order to gain access to the training.

Step 1: Navigate to the RWD SAP Navigation Course website

· Go to the training website: http://www.certification.net/rwdelearning
· You will see the following Screen:

a) Click “Welcome” as shown below.
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Step 2: Register for the RWD SAP Navigation Course

· After clicking “Welcome” on the previous screen you will be taken to the below screen.

a) Enter your exact e-mail address as shown below.  You MUST enter in your exact complete e-mail address.  

For example: Sherrie.L.Wood@nasa.gov
b)
Click on the “Sign Up” button as shown below. 

*** If you have already successfully completed the registration and you have your Password, Prepaid Voucher and Access Code please go to Page 15.
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Step 3: Enter/Change User Information

· After clicking on the “Sign Up!” button on the previous screen you will be taken to the below screen.

a) Completely fill out your user information.

b) Click the “Submit” button when you have checked your answers and determined they are correct.
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· By clicking the “Submit” button the system will e-mail you a confirmation e-mail with your Password.

· This will be the same Password you just entered in the previous screen.

· You must check for an email from “Certification.Net Customer Service.” The subject line will be: “Certification.Net Registration Confirmation” This email contains the Password.

· Open this e-mail to retrieve your Password.  

· Save this email. You will need this Password if you need to go back into the course at a later time.

Step 4: Receive Successfully Registered message.

· After you click “Submit” a small dialog box should pop up on your screen. 

· The dialog box will look like this:

a) Click Ok
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· If you have not completed the required information a different dialog box will pop up on your screen.  This box will clearly tell you what information is missing and or wrong.

a) Click OK

· Go back and fill in the information that is missing and or wrong.  Turn back to page 5 and repeat step number 3.

· This dialog box will look like this:
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· In the dialog box above, the user would need to enter correct information for items 1-13.

· Once you go back to complete the missing and or incorrect information click on the “Submit” button and refer to the top of this page.

Step 5: Select the RWD SAP Navigation course

· After clicking “OK” on your Congratulations dialog box you will be taken to the below screen.

a) Click on the drop down arrow and select “RWD 4.6 Navigation”

b) Click the “Submit” button.
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Step 6: Accept the License Agreement

· After clicking “Submit” on the previous screen you will be taken to the Licensing Agreement screen (shown below).
a) Read and agree to the License Agreement and then click the          “I agree” button to continue.
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Step 7: Select a Course Payment Method

· After clicking the “I Agree” button you will be taken to the Course Payment screen (shown below).

a) Select the 1st option “Prepaid Voucher”

b) Click the “Submit” button to continue
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Step 8: Entering in the Prepaid Voucher
· You will be shown a screen that asks you to enter the Prepaid Voucher number.

a) Enter in the space provided the following Prepaid Voucher number: NYJUHRMGD9

b) Click the “Access Course” button to continue.
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· When you click the “Access Course” button the system will e-mail you your access code.  
Step 9: Enter Access Code
· The below screen will notify you that your Access Code has been emailed to you at the e-mail address you entered previously.

· You must check for an email from “Certification.Net Customer Service.” The subject line will be: “Access Code for SAP R/3 4/6 Navigation Course.” This email contains the access code that you must enter in this screen.

· Open this e-mail to retrieve your Access Code.  

· Save this email. You will need this code if you need to go back into the course at a later time.

a) Enter your Access Code in the space provided

b) [image: image66.wmf]Click the “Submit” button to continue
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Congratulations!  You have now reached the course and may begin.
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This is the opening screen to the course.  It is heavily recommended that you start with the “pre-work” and work through the course material in order.
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· If you are already a registered user (have completed the previous steps and have your Password, Prepaid Voucher and Access Code) go to section labeled 1 on the screen shot below.

a) Enter your email address 

b) Enter your Password
c) Click “Login”
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· You will be taken to the below screen

a) Click on the drop down arrow and select RWD 4.6 Navigation

b) Check that you already have your Access Code for the selected course

c) Click “Submit”
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· Most likely your computer will have “remembered” the Access Code for you (using “cookies”) and you will not need to enter it again. You will be taken directly to the course.

· If you are asked for your Access Code again, simply open that email you received from Certification.Net Customer Service and enter in your Access Code. You will be able to pick up where you left off.

a) Click Welcome





a) Enter your exact complete e-mail address





b) Click “Sign Up!”





a) Complete your user information in the spaces provided











** You may use your home or business address





** You may use your home or business phone number











** You should use a Password that you can remember but that is not easy for others to guess





b) Click “Submit” when you have filled out the above information





a) Select “RWD 4.6 Navigation” from the drop down list








a) Click “I Agree” when you have read and agreed to the license agreement











b) Click “Submit” when you have completed the above 2 tasks











a) Click the “Prepaid Voucher” option





b) Click the “Submit” Button





a) Enter in the Prepaid Voucher number: NYJUHRMGD9.  








b) After you have entered in the Prepaid Voucher Number please click “Access Course”





** This should be the e-mail address you previous entered.  This is where your access code will be e-mailed





a) Enter your Access Code from the e-mail into this space








b) Click “Submit” after you have typed your Access Code into the space provided
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a) Click OK





a) Click OK





a) Enter your e-mail address into this space





b) Enter your Password into this space








c) Click “Login” to continue





a) Click on the drop down arrow and select RWD 4.6 Navigation





c) Click “Submit” to continue





b) Check the box to let the system know you already have an access code
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