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Access via the Gateway: Click on the Totara icon
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Totara Homepage: Click Find Learning/Courses
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Courses: Search for the course by name or scroll
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Enroll: Click “Enroll me” to register in the course
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Review: Look over the session options & course info
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Sign-up: Click “Sign-up” to finalize your registration
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-
Sign-up: Finalize your registration

- Sign-up by selecting your session or appointment
- Or...submit for approval to your supervisor when needed...
- Authorize and agree to the terms of the course/session

- Click Agree & Submit

- Appointment will be added to your Outlook Calendar

o For recurring sessions, open your Outlook Calendar and make the appointment a recurring
event using the toolbar options available.

- Congratulations! You have completed the registration process in Totaral



