Approver Web Based Training Registration and Completion Instructions
[image: image1.wmf]    If you will only be a Cardholder; you need to complete the Cardholder Training ONLY; please see the Cardholder Web Based Training Registration and Completion Instructions.  The instructions below are only for those individuals that will be Approvers or Approver/Cardholders.
https://wbt.access.usbank.com
Once you have been selected as an approver by your Department and your Agency Procurement Card Coordinator has forwarded your information to the State’s Procurement Card Administrator you can then start on the required training outlined below.

Commercial cardholder – seville  (August/September 2013)

Commercial approver –    tapas   (August/September 2013)

STOP     STOP     STOP     STOP     STOP     STOP    

1.  DO NOT LOG IN HERE (QUICK LOGIN) – EVERYTHING YOU DO WILL NOT COUNT.  YOU MUST REGISTER BY CLICKING THE RED ‘REGISTER’ BUTTON.
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Please enter the WBT password:





NOTE – At no time do you click on “Quick Login” – anything you do under this login will NOT count toward your certification!  You will have to do it all over again!

2.  DO NOT REGISTER AS A GOVERNMENT CARDHOLDER OR APPROVER – THIS WILL NOT COUNT EITHER!

The required lessons & certification exam are separate areas within the Web Based Training (WBT).  As you read through each lesson module there will be sample questions at the end of each lesson, for you to practice before you go on to the next lesson; but they DO NOT count toward the certificate.  
Based on US Bank estimates of previous users; estimated time to complete all Lesson Modules and Certification Exam is under 3 hours.  This is based on a user’s ability to navigate through the WBT and retaining the necessary information to complete the process and certification exam.  Remember everyone learns at a different pace and method.  Some individuals maybe able to go through all the lessons at one time and then just go take the certification exam; however other users may not.  If you prefer you can do one or a few lessons at a time and then take the certification exam for the lesson as you complete them; you do not however need to print individual certificates for each lesson as you complete them.  You can wait until you have completed all the lessons and taken the Certification Exam entirely and then print one certificate that will list all the lessons you completed and passed.
It is highly recommended that you set aside ample time to complete this process and complete the training and the certification at the same time that you register, otherwise you will need to contact your Agency Procurement Card Coordinator (APCC) to obtain an additional password to allow you to login again should you need to step away from your desk. 

The topics below are the Approver ONLY lessons that need to be completed and taken on the Certification Exam.  
1. Navigation Basics

2. Transaction Management
3. Account Approval Process (Approvers Only)
Instructions on how to Register and Complete the Approver Training
https://wbt.access.usbank.com/
A. First you will need to Register to create your login information; this is done by clicking on Register a New Account
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B. The next page will be the Registration page where you will need to enter your personal information, create a username, password, authentication question and choose your user type.  Continue to step C for more information.
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C. On the Registration page follow the below:
1. Enter your First Name

2. Enter your Last Name

3. Enter an email address (your @maine.gov email address is the easiest)

4. Create a Password and then re-enter it in the next block (must be 8 – 20 characters)

5. Enter the Organization short name:  som (State of Maine)

6. Choose an authentication question and enter the response (this will be used if you forget your personal password that you are creating for the WBT only)

7. Choose your User Type of Commercial Approver**
8. Then click on the Register link to complete the registration process

**Note: if you choose a User Type other than Commerical Approver, you will not be able to log back in if you are booted off the website; as the WBT password you obtain from your APCC will NOT work, because you registered the wrong User Type.  You will then need to re-register and choose the correct user type of Commercial Approver.
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D. On the next screen you will be at the directory of lesson modules; you will note that there are lessons already pre-selected with a “checkmark”; these lessons were selected based on the usertype that you chose when you registered.  The Lessons for a Commercial Approver should already be checked; as these are the lessons you need to complete to become a State of Maine Procurement Card Approver.  You can also view a list of the lessons on page 1 of these instructions.  

If all the required lessons are chosen and checked then you just need to click on the Go to lessons link at the bottom of the screen.  If the lessons are not pre-selected then you will need to select the appropriate lessons by clicking in the small box to the left of each required lesson and then click on Go to lessons to move forward in the training.
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E. You will then be at the Main Menu screen of the WBT.  Click on Go to the lesson modules link to begin.
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F. You will then be at the beginning of Lesson Modules and a Welcome Page; this is the screen you will navigate from to go to the lessons.
1. User Guides Link – this will take you to numerous .pdf documents that are useful tools for getting through the training and also for future reference (add’l information on the User Guides will be discussed later in this document)
2. Simulations Link – this link will take you to a section that will allow you to interact and enter information in right on the screen (however, you will still need to come back to the lesson modules to complete the process and then take the exam.

3. How to Use WBT – this is an explanation on how to navigate through the WBT website 
4. Select a Lesson – this is were you will select the lesson you want to do by clicking on the lesson number in this bar.

5. You will note that you can only see lessons 1 – 5 in this view; in order to get to lessons 6 - 9 you will need to click on the arrow just after the number 5 in the lesson number bar.  The arrow is highlighted by a green circle in the screen shot below.
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G. So let’s begin:
1. First select the lesson number you want to do from the lesson bar

2. You will then see the lesson title page display; with the individual sections of that lesson displayed as well; including the evaluation questions

3. There will be an Introduction portion for each Lesson as you go through that will tell you what you will learn in that particular lesson

4. To begin the lesson you can either click on the arrow just above the lesson title screen or you can click on the individual title bubbles.
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H. As you go through the lessons; you read the left side of the screen and use the arrows to advance to the next page or to go back to a previous.
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I. Once you complete a lesson you will then be asked a few evaluation questions.  Read through each question then answer by clicking in the small box next to the response you want; then click on the Check Answer button at the bottom of the page.  To advance to the next question use the arrows above to go to the next page.
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J. As you complete each lesson and the evaluation questions you then be directed to the End of Lesson page.  From here you can select the next lesson you need to complete or if you are doing the lessons one at a time; you would choose the main menu link at the top of the page.  You will then see the link to the Certification Exam; follow instructions below in K.
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K. After you have completed a lesson or all 9 required lessons; then click on main menu link to go back to the main menu where you can then go to the Certification Exam.
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L. Once back at the main menu click on the Go to the Certification Exam link
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M. You will then be at the Lesson Directory for the Exam where you will need to select the lesson(s) that you need to take for the exam.  See next screen shot below for more info.
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N. Select the Commercial Approver Lessons as grouped below in the “Red” boxes; or you can see the full list of required lessons to complete outlined on page 1 of these instructions; after you have selected the lesson(s) you need then select Go to certification exam at the bottom of the screen.

Note:  if you are only doing one lesson at a time, then you would only select the one lesson that you need; then select the Go to certification exam
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O. On the Certification Exam Title Page; click on Begin Certification Exam – GOOD LUCK!
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P. Read through each question and then select your response by clicking in the small circle next to that response; then click on the arrows above to go to the next question.
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Q. As you go through the questions the small boxes at the bottom of the page will darken in so you know that you have answered that question.  Once you have answered all the questions; the Submit Exam button will then be active; click on it to get to the score page.
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R. On the Score Page you will see your score for the lesson(s) you took the exam for.  Finally you will need to print the certificate to show that you have completed all the required lessons for a Cardholder.  You can click on the link Print Certificate at the bottom of the screen or you can go back to the main menu and print the certificate from there.
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S. Below is what your certificate should look like if you have completed all 3 of the required Approver Lessons.
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T. User Guides are also helpful tools that you can print off and use as guidelines for your specific User Type, ie, Cardholder or an Approver.  You can go back to the Main Menu after you print your certificate and go to the Lesson Modules again; there you will see a link to the User Guides:
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U. Once you are on the User Guides link you can scroll through the lists, there maybe some guides that are not pertinent to your user types, recommend that you look for the ones that are particular to the Lesson Modules you did either as a Cardholder or an Approver.  Click on the Title of what you want to print and it will open as a .pdf document and from there you can print your user guide.  You can print however many you want, we have unlimited access to the WBT website; the only information that may change is the additional WBT password, which changes every 60 days, you can contact your Agency Procurement Card Coordinator for that information.
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