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Using the Web-Conference Training (WCT) Facilitator Guide Template
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About This Guide

This guide has been developed to assist facilitators in leading course presentations and managing communication with NHI and with learners. The facilitator guide mirrors the information presented in the participant workbook, but includes more detail on instruction and specific information about presentation of the material and facilitation of exercises.

The Course Content section of this guide consists of the following items, organized by module:

· Learning outcomes.
· A copy of the module pre-assignment, with answer key.
· A description of the instructional method.
· Layouts and pods used. 

· Time allocation for each module.
· Practice exercises.
· End-of-course exam answer key.
· Review of learning outcomes.
Introduction

This WCT course, Course Title, provides participants (insert information about content of course).

Course Overview
This course presents material in a series of XX Web-conference training modules, supplemented by a self-paced Web-based training. The modules are as follows.
· Module 1: Module Name
· Module 2: Module Name
· Module 3: Module Name
· Module 4: Module Name
· Module 5: Module Name
· Module 6: Module Name
Explain how participants will be given the opportunity to demonstrate mastery of course outcomes. If there is an end-of-course exam, state the score required to demonstrate mastery of the course content.

Target Audience

Provide as much information as possible about the desired audience for the course, including skills they should have and information they should know prior to attending the training. Describe the current job performances or tasks of targeted participants. The more information you can provide, the more likely the participants will have the appropriate skills and knowledge to fully benefit from the training.
The format provided below is one example of a detailed presentation of target audience characteristics.  In some cases, it may be more appropriate to combine these sections to create descriptions for audiences with a broader base.
The target audience for this course consists of individuals responsible for:

· Responsibility.
· Responsibility.
· Responsibility.
Prior to taking this course, these individuals should be able to:

· Skill/ability.
· Skill/ability.
· Skill/ability.
Prior to taking this course, these individuals should know:

· Information.
· Information.
· Information.
The target audience consists of people in the following positions:

· Job title.
· Job title.
· Job title.
Course Goal
· Goal

Course Learning Outcomes
· Learning Outcome x
· Learning Outcome x

· Learning Outcome x

Course Schedule

The course schedule alternates between independent Web-based training assignments and Web-conference sessions. The overall training is the equivalent of XX hours of instruction. Independent completion of the Web-based training assignments and the end-of-course exam requires an additional XX hours.

A recommended course delivery schedule is provided below. An alternate schedule can be used with approval from the NHI Training Program Manager. The recommended schedule below provides the approximate starting time for each module. The actual times for each of these activities may vary slightly.
	Recommended Delivery Schedule

	Day and Time
	Event

	Prior to day, time
	Independent Assignment 1

	Day, time 
	Module 1 Web Conference

	Prior to day, time
	Independent Assignment 2

	Day, time 
	Module 2 Web Conference


Course Administration
Pre-Course Activities

The developer set up the Web-conference virtual classroom, set up layouts and pods as prescribed by the course design, and uploaded participant materials to the virtual classroom. In addition, the course developer created Web-based training modules to supplement the Web-conference sessions.
The NHI training team set up a curriculum in the Adobe online learning system to track participants’ attendance, scores, and completion success.

The participants enrolled in the course via the NHI Web site (if not FHWA employees) or the DOT learning management system (if FHWA employees). After registering for the course, participants were directed to their personal training page (My Training). There they were able to launch the course curriculum page from My Courses and could download or access pre-course assignments and other required products.
Because NHI is committed to making all training programs accessible to all participants, the NHI training team may have coordinated with participants’ employers to ensure that they have the adaptive equipment they need to participate in this course. If learners with special needs have enrolled in the course, the NHI training team would have notified the Web-conference facilitator.

Software and Equipment

The Web-conference modules are delivered via Adobe Connect Professional. The WCT learning tool is used to present the visuals. It offers interactivity—in the form of chat pods, polling activities, and breakout rooms—that can be used to explain or reinforce concepts and engage participants with the content. Ongoing participant interaction with the facilitator takes place via telephone and chat pods while in the virtual classroom.

The facilitator connects to Adobe Connect through an internet connection and a separate telephone connection for the audio portion.
The facilitator is responsible for running the Adobe Connect virtual classroom during the WCT session(s). Those tasks might include switching between layouts, bringing up poll pods, and activating breakout rooms. 
To participate in this course, each participant must have his or her own computer and keyboard, telephone, and Internet connection (and adaptive equipment, if needed). In addition, a current version of Adobe Flash player must be installed on each participant’s computer. A group of learners may not share one computer and keyboard or one phone line because this greatly limits the participants’ ability to interact with the facilitator, other learners, and the Web-conferencing tools.

The Web-based end-of-course exam is loaded to the course curriculum and accessible via the My Training page. No additional equipment or software is needed to access the exam.

Adobe Connect Virtual Classroom
The Adobe Connect virtual classroom is open around the clock, 365 days per year.  In the classroom, the facilitator and participants may find the following layouts:

· Welcome Layout:  This layout houses all of the administrative items associated with the course, e.g., File Share pods for downloadable files, such as the participant workbook and pre-module assignments. Display this layout before and after each session of the course.

· Presentation Layout: This layout is used for sharing the slides for each module, keeping track of attendees, and facilitating ongoing chat discussions. It utilizes a variety of pods to perform these functions.
· Layout Title: Explain the purpose of the layout and what pods might be included.

· Layout Title: Explain the purpose of the layout and what pods might be included.

Keep in mind that the developer may have changed the titles of the layouts and the content contained therein. The descriptions above are merely suggestions for how the layouts may be labeled and organized.

An example of some of the layouts used in a course are provided below.
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Figure 1: Welcome Layout

During the training you will switch from the Welcome layout to the Presentation layout and Review layouts, and will conclude with the Final Screen layout.
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Figure 2: Presentation Layout

WCT Facilitator Toolkit

The WCT Facilitator Toolkit (www.nhi.fhwa.dot.gov/resources/wct_developer.aspx) contains a number of resources for facilitators. Be sure to access the toolkit and, at a minimum, review the tutorials before the course starts. 

Documents in the toolkit include:

· Getting Started: This document reviews the purpose for each toolkit item and identifies the intended users.
· NHI Style Guide: This guide assists our course developers in preparing materials that are consistent in appearance and purpose.

· NHI WCT Standards Guide: This document presents NHI design and development requirements for WCT.
· Accessibility and Section 508: This link provides guidance on compliance with Section 508 of the Rehabilitation Act.

· NHI WCT Resource List: A compilation of additional resources can be used during the design, development, and delivery of synchronous online learning.
· Web-conferencing Resource Center: Here are additional resources on the Adobe Connect Pro tool.

· Templates: A variety of templates are included.
· Detailed-level Design Plan

· PowerPoint

· Facilitation Guide

· Participant Guide

Evaluations

NHI collects data at Kirkpatrick’s Level 1 and Level 2. Data are collected in an online format for this course.  

Course Evaluation

Participants link to the online course evaluation form (Level 1) when prompted by the facilitator.   Evaluations can be done prior to the taking the end-of-course exam or afterwards, depending on the direction given by NHI. Results are collected automatically and reported to NHI. Provide the following instructions before participants complete the evaluation:

· Name and address are optional.

· Additional feedback helps to improve the course.

· Be sure to submit the form when completed.

Course Certificates

Participants who attend all sessions and complete the pre-course assignments receive a certificate for attending the course. The certificate becomes available after all curriculum items are marked as “complete” on the My Training page. 

Course Exam

At the end of the course, an online examination tests participants’ mastery of the course content. The exam is accessed through the course curriculum via the My Training page.

The exam is designed to be completed in XX minutes, but participants may take as much time as necessary to complete it. Participants must work independently, but they may use any of the course materials to prepare their responses to the questions. Participants may only take the final exam once and will be provided their score by the system upon completion of the exam. Participants may review the exam, if desired. 

A score of XX must be achieved to pass the course. Participants who do not reach the mastery threshold must re-register for the course and pass the end-of-course exam in order to receive CEUs.

Continuing Education Units (CEUs) 

Participants who complete all the following requirements in an eligible course will be awarded CEUs:

· Attend and participate actively in every Web-conference session.
· Complete all Web-based or other independent study assignments.
· Receive a score of 70% or better on the end-of-course exam.
Participants may contact NHITraining@fhwa.dot.gov for a transcript of their CEUs. 

Updates to the Course Material

It is possible that facilitators or participants will find errors, omissions, or other shortcomings in the course materials that need to be addressed. Please encourage the participants to bring to your attention any problems they experience with the course. Communicate any problems to the NHI Training Program Manager so that corrections can be made to subsequent versions of the course materials. 

About Facilitating

Over the years, a number of observations have been made about the successful presentation of an online NHI course. Some of those best practices are detailed below.

1. In an online learning environment, the only indication you are connecting with participants is by the responses you receive from them.  Be sure you are giving participants ample opportunity to express their views, share their knowledge, and ask questions.
2. Refer to the script as long as you sound natural. Rehearse the script several times so that you can paraphrase it in a natural way. To the degree the schedule allows, try to add information that supports or highlights the points being made in the slide, e.g., add examples from your own experience.
3. Don’t be afraid to admit what you don’t know. There may be questions for which you don’t immediately have the answer. Ask the co-facilitator; see if anyone in the group has an idea; or suggest that you will do some research offline and get back to the group with the answer. The worst possible approach is to try to hide your ignorance with an incorrect answer.
4. Encourage participation. This can be accomplished by asking questions and by having the participants interact as directed. The proper use and monitoring of the chat feature encourages and engages the participants. The NHI recommendation is that chat be allowed and turned on. When a chat message is sent to all participants, it may help uncover areas of misunderstanding and prompt questions for additional learning opportunities. 
5. Encourage participants to speak in turn. As the audio is coming from a teleconference line, common telephone courtesy should prevail. Participants should mute their telephone lines when not speaking.  They should be encouraged to use the “Raise Hand” feature on the status toolbar to indicate they have a question or when they would like to provide an answer. 
6. Encourage participants to follow along in the workbook. As part of your preparation, become familiar with what is in the workbook and refer to it whenever directed by the Facilitator Guide.
7. At the end of a module, ask the participants what they remember. Let them summarize the major instructional points if time permits.
8. Keep the atmosphere informal so that the participants are comfortable asking questions, participating in activities, and sharing their knowledge or concerns.
Training Course Checklist

Two Weeks Prior to the Training Event

· Access your Adobe Connect virtual classroom.

· Become familiar with the layout as prescribed by the facilitator guide.

· Read the facilitator guide; then read it again.

· Familiarize yourself with the participant workbook.

· Check with host to see if any participant with a disability needs a special accommodation.

· Contact the NHI Web-conference Coordinator to collect:

· The roster of FHWA-employee-learners and external learners for the current session.
· Email addresses for each learner enrolled in the current session.
· The teleconference number and passcode and host code for the current session.
· The URL for the online Level 1 evaluation for the current session.
· Ensure that the participant workbook is in the appropriate file share pod and available to learners for downloading.

· Ensure that all independent study assignments are in the appropriate file share pod in the virtual classroom or loaded to the curriculum and available to learners for downloading, or have been distributed to participants via email.
· Communicate with participants via email, to introduce yourself and provide the course schedule (see sample email at end of this section).

· Coordinate recording of the session with FHWA Web conferencing if needed (Webconferencing@dot.gov). 

At Least One Week Prior to the Training Event
· Access the Adobe Connect virtual classroom.

· Practice conducting the module as prescribed by the facilitator guide.

· Contact the NHI Web-conference Coordinator to request the final roster of names for the session.

· Ensure that the employer of any participant with a disability has arranged special accommodations for that participant.
· If applicable, contact the host agency program lead for specific information about agency practices, strengths, weaknesses, areas of interest, etc. that would enhance your delivery.
· If breakout rooms are being used, practice using this feature and ensure participants know what they are to do once they are moved out of the main Web conference and into the breakout room.
At Least Twenty-four Hours Prior to Training Event
· Ensure that all required pods have been set up in the assigned virtual classroom.

· Update the course schedule in the note pod in the Welcome Layout.

· Ensure that the layouts, pods, and slides for Modules 2-X are accurate and uploaded to the virtual classroom. Be sure to update the schedule at the end of each slide deck.

· Ensure that all items you want to share are either uploaded or ready to share from your desktop.

· Clear every poll; ensure the broadcast option is not checked.

· Erase all screen highlights that may have been added during a dry run or a previous session.

· Test all web links. (In particular, test the course evaluation link.)
· Verify the teleconference number, passcode, and host code; post number and passcode in a notes pod.

· Verify the URL for the Level 1 evaluation is posted in a chat pod.

· Check in with the course host for any last-minute instructions or changes.

· Review and provide feedback to participants for independent study assignments.

During the Training Event

· Log in to the virtual classroom using your Adobe User ID (your email address) and password.

· Dial in to the teleconference at least 15 minutes prior to start time.  
· Demonstrate desktop sharing and whiteboard drawing if participants are to use those features.

· Always start on time, even if only one participant is in the room. Keep exercises within their time limits. End discussions when they cease to be productive. Lead participants away from digressions and tangents, and back to the lesson.

· Be available for questions for a few minutes after the Web conference session.

· Review learning outcomes at the beginning of each module. Make sure participants are fully aware of the topics to be addressed in the module. Then, at the end of each module, review the outcomes using review questions or an activity to ensure the outcomes were met.
· Provide direction on accessing the course evaluation and end of course assessment.
· Review and provide meaningful feedback to participants for independent study assignments.

Two Weeks after the Training Event

· Request from NHI a copy of the Level 1 and Level 2 course evaluation data. Review data and discuss results with the Training Program Manager.

· Send an email to course participants to thank them for their participation and feedback.

Sample Pre-event Email to Participants
From: {Facilitator email}
Sent: {Date}

To: {Participants’ email addresses}

Subject: {Course Title}
Hi, everyone,

I am looking forward to working with you on the {Course Title} course that begins {day,mm/dd/yy}. My name is {Facilitator Name} and I will be your facilitator for this Web-conference training. Currently, I am a {facilitator title} at {facilitator company}. 
My co-facilitator for the week will be {co-facilitator name} of {organization name}.  {Short description of relevant experience.} 

If you have not already done so, please access the course curriculum through your My Training page via the NHI Web site (www.nhi.fhwa.dot.gov/) and:

· Download the participant workbook (XX files).
· Complete Web-based Training Assignment X.
· Download Independent Assignment X.
· Complete Audience Profile Survey.
Please email me your completed independent study assignment and audience profile at least two days before the start of the first Web-conference session.

On the day of the training session, access the virtual classroom through your My Training account. The class will begin promptly at {time} on {day, date}. It is recommended that you log in ten minutes prior to start time.  If you encounter any issues, contact (703) 235-0540 or NHITraining@dot.gov.
The class teleconference number is: {enter teleconference # and passcode}. Please phone in to the teleconference about ten minutes before the scheduled start time.
The course schedule is shown below.
	Course Schedule

	Day and Time
	Event

	Prior to day, time
	Independent Study Assignment I

	Day, time 
	Web Conference Session I

	Prior to day, time
	Independent Study Assignment II

	Day, time 
	Web Conference Session II


Again, I look forward to working with all of you during this course.

Thanks,

{Facilitator Name}
{Facilitator Title}
{Facilitator Company}
{Facilitator Phone}
{Facilitator Email}


WCT Facilitator Icons

The following icons are used in the facilitator guide. The icons also appear on the slides as a cue to the facilitator and learners.

	Icon
	Pod Name
	Typical Use
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	Camera and Voice
	· Display photo or video image of presenter.
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	Attendee Pod
	· Check for understanding or agreement.
· Survey participants.
· Solicit feedback on facilitation of meeting.
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	Chat Pod
	· Ask and answer open-ended question(s).
· Post hyperlinks to Web sites.
· Provide further information to select attendees.
· Encourage attendees to share ideas with each other.
· Email contents of the pod.
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	Note Pod
	· Capture discussion points.
· Provide a way for small groups to document their results.
· Email contents of the pod.
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	Share Pod
	· Demonstrate software.
· Share a view of your computer files.
· Allow another attendee to access your computer. 

· Collaborate on a document.
· Navigate through a Website.
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	Whiteboard Tool
	· Edit illustrations, such as diagrams, charts, documents, maps, and photographs.
· Record participant responses.
· Create visual examples. 
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	Poll Pod
	· Ask multiple choice questions with one or more correct answers.
· Gather opinions, i.e., conduct a survey.
· Prioritize a list of text items.
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	Web Share Pod
	· Share new content or resources.
· Instruct participants to search for information.
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	File Share Pod
	· Share documents in formats that cannot be displayed in a share pod, such as Word, .pdf, Excel, or Zip files. 
· Post participant workbook, pre- and post-assignments, agendas, and resource materials.
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	Phone
	· Facilitate introductions.
· Ask and answer verbal questions.
· Explain new ideas, concepts, or methods.
· Encourage learners to answer each other’s questions.

	
	Demo (via Share Pod)
	· Demonstrate a software application.
· Show the process for a task.
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	Breakout Rooms
	· Assign small-group activities.
· Create a customized workspace for each breakout group to differentiate assignments for each group.
· Monitor breakout room discussions using chat pod and provide feedback.

· https://seminars.adobe.acrobat.com/breakoutroomsintro/ 


Course Content

This section contains the content for the course.  Insert the approved design plan at the beginning of the content sections to give an introduction to each module’s content and organization.  The information that will be provided by the design plan includes:

· Module name. 

· Content and activity description.
· Learning outcomes.
· List of independent study assignments.
· Module completion time.
Sample Content Layout
The tables on the following pages are placeholders for the facilitator guide content. Applicable course materials should be inserted to support facilitation of a course.
The layouts that follow are provided as examples only.  Developers should consult with NHI and determine an agreed-upon layout prior to drafting the facilitation guide.
 The content for each module will be provided in the agreed-upon layout.
· Interaction icons

· Slide thumbnails

· Information on facilitator preparation and activities

· Facilitator script
· Independent study assignment, per module, with answer key, if applicable
Example 1
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	Cues for Interaction

Slide X
	Place the interaction icons here.



	Preparation

Document all preparation activities here.

Facilitator Notes

Document an explanation of the facilitated activities here. This includes a sequential list of the steps to be completed, time guidelines, and key points the facilitator should be sure that participants have mastered.
	Script

Record the facilitator’s script here.  Include questions to be asked and answers, directions to the participants, and bracketed cues for using animation as needed.




Example 2
	Interaction
	Slide X
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	Script



	Place the interaction icons here.


	
	Record the facilitator’s script here.  Include questions to be asked and answers, directions to the participants, and bracketed cues for using animation as needed.



	Preparation

Document all preparation activities here.


	Facilitator Notes

Document an explanation of the facilitated activities here. This includes a sequential list of the steps to be completed, time guidelines, and key points the facilitator should be sure that participants have mastered.


Acronyms

Insert a list of all acronyms used in the guide with their full versions. Example:

	AASHTO
	American Association of State Highway and Transportation Officials

	NHI
	National Highway Institute


Bibliography

Include a bibliography if necessary. Example:

American Association of State Highway and Transportation Officials (AASHTO). 2002. Transportation Asset Management Guide. American Association of State Highway and Transportation Officials, Washington, DC.
Glossary

Include terms used in the guide that may require definition. Example:

Asset

An asset is a physical item of roadway infrastructure that has value. Assets are sometimes referred to as roadway “furniture” or “features.” An asset may be a single item, such as a sign, or a linear item such as a road or guardrail section. An asset may also be a spatial item such as a rest area or mowable acreage.

Websites

Include a listing of relevant Web sites. Example:

AASHTO Highway SCOM Homepage:  http://maintenance.transportation.org
Appendix 
The appendix contains the following documents:

· Sample Pre-event Email to Participants (Example 2)
· How to Enroll in an NHI Course
· Accessing a Course via the NHI My Training Page
Sample Pre-Event e-Mail to Participants

From: {Facilitator email}

Sent: {Date}

To: {Participants’ email addresses}

Subject: {Course title}
Hi, everyone,

I’m looking forward to working with you on the {Course title} course that begins {day,mm/dd/yy}. My name is {Facilitator Name} and I’ll be your facilitator for this Web conference training. Currently, I am a {Facilitator title} at {Facilitator Company}. I look forward to facilitating this course and learning from you.

If you have not already done so, please enroll in NHI XXXXXX using the instructions provided by your local training coordinator. Then access the course curriculum through your “My Training” page, via the NHI Web site (www.nhi.fhwa.dot.gov/), and complete the following tasks {insert information on tasks}.
Session Information

Your session of the course will be held on Thursday, January 20th, 2011.  Both the first and second session of the course will happen on that day: 

· Session X {time, date}

· Session X {time, date}

If you encounter any issues, contact (703) 235-0986 or NHITraining@dot.gov.

Participant Requirements

Each participant must attend all WCT sessions for the entire duration of each session (attendance will be tracked by NHI). Each participant will need to attend the training via individual computer workstations. Participants are discouraged from sharing computers, as it will prevent them from being awarded continuing education credits (CEUs). Additionally, each participant must complete the final course assessment within one (1) week of the course completion {date}
Login Information

Each participant must login for the course individually. There are more detailed directions on how to test each participant’s system available on their My Training page on the NHI’s website.

Part A: Confirm you are enrolled in the course and test your computer (Do this now)

1. Go to NHI’s website (www.nhi.fhwa.dot.gov/default.aspx)
2. Select “Login” on the top banner of the page

3. Login with your NHI User ID and Password, follow the website prompts to complete this step

4. Select “My Training” on the top banner of the page
5. On the “My Courses” table, locate {course title, course number}
6. If you do not see the course listed in your “My Courses” tab, please let {local coordinator, local coordinator’s email}  know immediately
7. Locate the “Please Note” area under the “My Courses” page and select the link to test your machine for Flash Player or see below

Flash Player is necessary for the course to run properly. Test your machine for Flash Player by selecting on this link: http://FHWA.acrobat.com/common/help/en/support/meeting_test.htm 

*This may require the help of your IT support person if Flash needs to be installed.* 
Part B: Collect your course materials (Complete by {day, date})

1. Download the attached participant workbook – you may print the workbook on your own, it is XX pages long and formatted to be black/white print friendly

2. Email or visit {local coordinator, local coordinator’s email} to collect your copy of the associated course reference manual

Part C: Attend the course. ({day, date} – Login 15 minutes prior to start)

1. Go to NHI’s website (www.nhi.fhwa.dot.gov/default.aspx)
2. Select “Login” on the top banner of the page

3. Login with your NHI User ID and Password, follow the website prompts to complete this step

4. Select “My Training” on the top banner of the page

5. On the “My Courses” table, locate {course title, course number}

6. Select the “Launch” link associated with the course – the Adobe Connect meeting room should appear

7. Follow the Adobe Connect login prompts

8. To access the audio portion of the course, call {teleconference number, password}
Again, I look forward to working with all of you during this course.

Thanks,

{Facilitator Name}

{Facilitator Title}

{Facilitator Company}

{Facilitator Phone}

{Facilitator Email}

How to Enroll in an NHI Course

1. Go to the National Highway Institute course search page www.nhi.fhwa.dot.gov/training/course_search.aspx .  
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This page can also be accessed from the NHI Home page by selecting “Register for a Course” and “Finding Training Courses.”

2. Enter the course number or title and select “Search”. [image: image17.png]indows Internet Explorer
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3. Determine for which session you want to enroll.  Select the shopping cart under “Public” if you are a state or local agency employee. 
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4. The next screen will prompt you for a login and password.  If you do not already have one, follow the instructions for registering as a new user.
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5. Once you have logged in, you will return to the screen with the shopping cart and will need to select the shopping cart again.
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6. A checkmark next to the shopping cart, and text at the top of the page will indicate you have successfully added the course.  Select “Checkout” on the upper toolbar.
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7. On the next screen, select “Continue” after reviewing the information provided and confirming it is correct.
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8. On the payment screen, enter your payment information.  If your agency is hosting the session, check with the local coordinator on how payment is to be handled and follow their instructions.

9. The final screen will thank you for enrolling.  A separate email will be sent from NHI Training nhitraining@dot.gov  entitled “Registration Confirmation for NHI-xxxxxx Course Title.”
10. If you have issues enrolling in the course, please send an email to nhitraining@dot.gov.
Accessing a Course via the NHI My Training Page

1. Login on the NHI Web site www.nhi.fhwa.dot.gov/nhiuplr/login.aspx using your user ID and password.
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2. The page automatically reloads to the NHI home page.  Select “My Training” to view the courses for which you are enrolled.
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3. You should see all of the courses for which you have registered listed.  Select “launch” to enter the curriculum for a specific course.
[image: image25.png]jhway Ins

ite : My Trai

dows Internet Explorer

[ i jowaw o frwa. do. govimytraiingjmytraining.aspxmy_courses

49| x| [asoge

=181]

Flo Edt View Favortes Took Help

& comert -

Select

W & 25 -| D chapters. accsptance proc

6 rcsot ook Web access | @ atona tighway Tt ¢ |

) - 6 - @ - Page - (oo - 7

Alm

NATIONAL HIGHWAY INSTITUTE

Register For a Course

Introduction to
Participating in a
Training

|Find Training Courses

View All New and
Updated Courses

Download the Course
Catalog

Access Web-based and
Web.conference
Training Resources

Launch Your WBTs.

and WCTs
View Your WBT and
WCT Certificates of
Completion

|\liew Your linofficial

Improving the
Performance of

the Transportation

Industry Through

Training

Logout | MyTraining | My Profile | Checkout &

Welcome to My Training

My Courses

My Courses.

Unofficial Transcript | Official Trans

My Downloads

Hello Nancy, you are logged in.

Home | Contact Us | Help

More Information (&)

My Training Help

Information

|chip seals - wes-
BASED

N + Course . start
CourseTitle ¢\ i er $Type ¥ pate ¢ Progress Launch Certificate
Show Introduction to View
Launch
Additional || IEOEEON | 1340054 | WET | 8/5/2010 | Completed S,
Information
Pavement
Show Preservation
Additional Treatment 131110 WBT | 3/30/2010 | Not Started | Launch
Information | Construction -
WEB-BASED
Pavement
Preservation
Treatment Series:| 131110E | WBT |3/30/2010 | Not Started | Launch

Show

Pavement
Preservation

ITreatment Series:

[

Dane.

[ [ [ Trusted stes

[®ioow ~

@start| | ] 5 microsoft Office ... ~|[ @ 3 Internet Explorer - 3 134063 [ Mirosoft Powerpoint .. | |[ Search Deskion

> -

@ 11iam




4. A new window will open with the curriculum for that course.  In the left pane you will see all of the items in the curriculum and their completion status.  On the right will be a description of whichever item is currently selected.
Use the green buttons to begin a specific part of the curriculum.  

Use the three lines between the left and right panes to enlarge/shrink either pane.
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5. As you complete each item in the curriculum, the status of each item will change to “review”.  Ultimately all items in the curriculum, unless noted as optional need to be marked as complete or reviewed in order for the entire curriculum to be marked as complete on the My Training page.
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6. In order to complete a training module or lesson, you must:
· advance the slides using the “back” and “continue” buttons, not the arrows or the outline.
· view every screen.
· answer every question.
· reanswer any questions if you use the “back” button to review.
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From the menu bar, select “Layout” and then select the layout you wish to display.





Note: This email is appropriate in situations where NHI or some other third-party is hosting a session of a WCT course.  





If a Federal, State, or local agency is the host of the course session, you will need to use a modified form of this email and will also need to provide the “How to Enroll in an NHI Course” job aid.  





See the appendix of this document for these resources.





DEMO





Open or review  an item.





Drag to enlarge screen.








Use the refresh button to see a change in status.





Do not use this feature until the training is in “review”





Use these buttons/links to navigate





Do not use these buttons
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