Instructions for Creating an Account and Accessing Training Modules

Direct link to Lifelong Links ADRC Academy: https://adrc.training-source.org

Creating an Account

Step 1: On the Lifelong Links ADRC Academy homepage, click on "Start Learning"
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Step 2: Click on “Course Description” under the Office of Public Guardian Training
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Step 3: Click on “Go to Course”
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The i ined in this course is intended for general informational purposes only
and does not constitute legal advice. The law can change, so information in this course may not
reflect the most up-to-date legal information. You should consult an attorney for advice about
your specific legal matter. Use of and access to this course does not create an attorney-client
relationship between you and the authors of this course, This course contains links to other
third-party websites. The lowa Department of Health and Human Services is not responsible for
the content of those websites. Inclusion of links to other websites is for your information and
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Step 4: If you have previously created an account, put in your username and password and click
“Log In.” Otherwise, scroll down and click “Create New Account.”
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Step 5: All fields marked with a red exclamation point are required fields.
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In the “Demographics” section, there are questions about your field or profession. If you are taking
these courses for personal use — for example, if you are a family member appointed as a guardian or
conservator — select “Other” under Discipline/Profession. You can type “family member” or
“guardian/conservator” or whatever accurately describes your role in the next box, or you can leave
it blank. For “Type of Organization” you can select “Other” and leave the organization type blank.
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Step 6: Click “Create My New Account” after you have completed all the required fields and
checked the box agreeing to the site policy agreement.
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Step 7: You will receive an email asking you to confirm your account.
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The subject line of the email will be “Training Source: account confirmation” and the email will
come from Training Source Administrator from the email address cph-trainingsource@uiowa.edu. If
you did not receive the email, but sure to check your junk or spam folders. Click on the link in the
email to confirm your new account.

Step 8: After you click the link in the email you will be directed to a page saying that your registration
has been confirmed. Click the “Courses” button.
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Step 9: Use the username and password you just created to log in to your account.
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Accessing the Courses

Step 1: Access the Office of Public Guardian Training Modules by clicking “Enroll Me.” This will take
you to the training dashboard. On the dashboard, you will be able to choose the specific course or
courses that you would like to take.
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Step 2: There are five available courses. You can click on each course to read a description of the
course.
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Step 3: To enrollin one of the courses, click on the link in the course description. Then click on
“Enroll Me” on the next screen.
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Step 4: To begin the course, click on “Access Module.”
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= Review Information About this Module

The Certificate of Completion will appear below once the module content is completed
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Step 5: When you have completed the course, click on “Exit Activity” in the upper right corner of the
screen.
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Step 6: To return to the training dashboard, click on “Return to Training Dashboard.”
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Printing or Saving Your Certificate of Completion

Step 1: After you have completed a module, a link will appear that you can click to access your
certificate of completion.
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Step 2: On the next screen, click “Get Your Certificate.” Your certificate will appear in a new browser
window.
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Step 3: You can save or print your certificate. You can return to a course you have previously
completed and save or print the certificate. The certificate will show the date you completed the
course.
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Viewing Your Transcript

Step 1: If you would like to see a list of all the courses you have enrolled in and your progress in
each course, you can do so by viewing your transcript. There is a link in the margin on the left side of
the screen. Or you can click on your name in the upper right corner and select “Transcript” from the
menu.
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Step 2: You can see which courses you have enrolled in, which courses you have completed, and
how much progress you have made in courses you started but didn’t complete yet. Clicking on the
name of a course in your transcript will take you to that course so you can start or continue the
course or access your certificate of completion.
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Troubleshooting

Did you somehow manage to end up on this page?
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If you did, scroll all the way to the bottom of the page and click on “My Transcript” to return to your
transcript. From there you can access your courses.
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