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WELCOME! 
 
Welcome to The Human Equation’s InSite Learning Management System (LMS). Before you 
begin your training, please make sure you have your username, which you should have 
received from your employer or us. Use the easy-to-follow steps to log into the LMS and take 
the courses your manager has assigned to you. This quick guide briefly describes how to use 
the LMS. We hope you enjoy your online learning experience.  
 

The Human Equation 
 

Quick terms to note: 
 

.  
·  User-  The User is a trainee or learner. A User can be 

an Employee or Manager 
·  Home Portal - The screen you will see upon entering 

our site after you log in with your username and password. 
·  Quick Links – Icons on your home page that are short-

cuts for menu options. Not all portals have Quick Links. 
 

 
 
Note: This Quick Guide shows a typical web portal. LMS 
features that appear on your screen may vary from the view 
presented in this guide. If you have questions regarding a 
customized portal please contact your Human Relations 
Department. 
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Computer System Requirements for the InSite LMS 
To successfully use the InSite LMS, please make sure your 
computer: 

�  Has a connection to the Internet 
(56k modem; DSL or cable modem broadband 
connection recommended) 

�  Is a PC running Windows 2000 or XP, or is an Apple 
Mac running OSX - Jaguar or higher 

�  Has a color monitor with a display resolution of 800 by 
600 

�  (optionally) Has a sound card with speakers or 
headphones 

�  Has a mouse or other pointing device like a trackball 
�  Has Web browser software installed on it: 

o Internet Explorer version 6.0 or higher; or 
o Firefox 1.5 or later 

Note: Make sure you enable cookies and Javascript in your 
browser. See the help available in your browser for more 
information 

 

�  Has the Macromedia Flash player (Version 9.0 or 
higher) and Web browser plugin installed. Go to this 
Web site to test your browser: 

http://www.macromedia.com/shockwave/welcome/ 

�  Has the free Adobe Acrobat Reader (Version 5.0 or 
higher) and Web browser plugin installed. Go to this 
Web site to download the free software: 

http://www.adobe.com/products/acrobat/readermain.html 

Also make sure that: 

�  Your speakers are connected and turned on 
�  Your volume level is up and is working correctly 
�  Your Internet connection is working 
�  You have disabled pop-up blockers in your Web 

browser 
For example, Microsoft Windows XP Service Pack 2 
includes a pop-up blocker for Internet Explorer that is 
enabled by default. And some antivirus software such as 
Norton Antivirus includes pop-up killers, which might be 
turned on during installation or upgrade. Check your 
documentation to see if this applies to your software. 
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Signing In 
 
 

��    In your Web browser (for example, 
Microsoft Internet Explorer), go to The Human 
Equation’s website at 
www.thehumanequation.com. 
 

 

��    Click Sign In. 
The Learning and Resource Center Sign In 
page is displayed. 

��  Type your username and password. 
Typically, your username is your email 
address. 
 
Note:  The first time you log in, leave the 
password field blank; first-time users do not 
have a password. The system will then prompt 
you to create a password after you click Sign 
In.  

 

��    Click the Sign in  button. 
 

Forgot your password? 
 
If you have forgotten your password, click the 
Forgot your password? link and follow the 
instructions.  
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Navigating the My Home Page  
  

 
 

The Menu Bar 
allows you to 

navigate the portal. 
It is the same on 

every page. 

The Current 
Courses Quick Link 
will take you directly 

to the My Courses 
page. See page 6.  

The Document Library 
Quick Link will take you 

directly to the Document 
Library page (if you have 

the Document Library 
option available). 

The Completed Course 
Quick Link will take you 
directly to the Completed 
Courses tab of the My 
Courses page. You can 
print your Certificate of 
Completion from this page. 
See pages 12-13 for more 
instructions.     

The My Library Quick 
Link will take you 
directly to the My 
Library page (if this 
option is available).    

The Shopping Cart Quick Link will 
allow you to buy more courses. This 
link takes you to our Course Catalog.  
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Navigating the My Courses Page  

 
 

  
 

Click View All to see the 
information below the 
course name, such as 
date started, due date, 
expiration date, and 
percent completed. 

Click the course 
name to begin the 

selected course.   

Click to view 
a course 

description.   

Click the 
Completed tab to 

view all 
completed 

courses. You can 
print your 

Certificate of 
Completion from 

this page. See 
pages 12-13 for 

more instructions.    

Click the Expired tab to 
view all courses that 
have expired.    
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 Choosing a Course 
 

��  Your company’s web portal page is 
displayed after you log in.  

 
 

��   On the menu bar, click My Training  > My 
Courses .  

 
- OR - 

 

��   The My Home page might also show Quick 
Links that allow you to access frequently used 
links, such as the Current Courses link that 
also displays the My Courses page. 

 
 
 
 
Continued On the Next Page 
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Choosing a Course, continued 
 
 
 

1. This page shows all the courses you can 
take. 
 
Click the course title link for the course you 
wish to take and the course will appear in a 
new pop-up screen. 

 

 

 
 

These links are the courses 
assigned to you. Select the 
course you would like to take 
by clicking the title. The 
courses are assigned by 
your company or according 
to the courses you have 
purchased. 
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Taking a Course 
 

��  The course window is displayed after you 
select a course.  
 
Use the following onscreen tools to navigate 
through the course.  

 
 

��   Once the course loads and you click on the 
Start button, you are ready to start. Note: 
Generally courses will load within 60 seconds 
but might load more slowly depending on your 
Internet connection speed.   
 

��  After the Start Page, a User License 
Agreement Page is displayed. After reading it 
carefully, click Agree to continue. Note: This 
agreement only appears the first time you 
access the course. 
 

��   The next screen that appears is the 
Instructions Page: 
 
�  Use the arrow to navigate to the next page. 

 
�  Use the scroll bar to scroll up and down the 

page.  
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Navigating a Course 
 

��   The navigation arrows allow you to move 
forward and backward through the course. Use 
these arrows to move to the next or previous 
slide. 

 
 

��   The menu bar provides a Table of 
Contents, Definitions for the particular course, 
Forms and Documents for the particular 
course, Help with the LMS module, and a 
Settings area where you can adjust course 
settings, such as audio volume, font size, etc.  

 
 

��   The audio bar lets you play, pause, and 
rewind the audio on a given page.   

 
 

��   The status bar shows your current page 
and the total number of pages in the course.   
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Changing your Preferences, 
Password, and Email Address 
 
 

��   From the menu bar, select  
Administration > User Preferences . The 
User Preferences page is displayed. 
 

��   Here you can change your information. 
Please make sure it is accurate.   

 
 

��   Click the Save Changes button after you 
have made any corrections, or the changes will 
not be saved. 
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Printing your Certificate of 
Completion Directly after Course 
Completion 
 
 

��   After you successfully complete a course, 
follow the instructions by clicking the Next 
arrow to get your Certificate of Completion. 
Your certificate will appear in the next window. 
 
 

��   Click the print button. 
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You have the option of 
completing a survey about 

the course you have just 
taken. Your feedback is 

greatly appreciated. 
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Printing your Certificate of 
Completion  
 
 

��   Click My Training > My Courses on the 
menu bar.  
 
 

��   To print a Certificate of Completion for 
courses you have successfully completed, 
click the Completed tab on the My Courses 
page.�
�
�

��    Click View All in the Details area. 
 
 

��    Click the Certificate of Completion: Click to 
View link. 

 

��   Click the print button in the certificate pop-
up window. 
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Retrieving an Alert Message  
 
 

��  On the My Home page, if your manager has 
sent an alert message, it will appear as an 
envelope with a flashing caution sign icon. 
 
 

��   Click the icon and a pop-up screen will 
appear with the message. After reading the 
message, click on Dismiss Messages to 
remove the alert.  
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My Library 
 

Your manager or employer may add 
documents to your portal for you to view.  
These documents will be placed in your 
Company Documents area, available in the My 
Library option on the main menu.  Some 
documents may require an acknowledgement 
of receipt. You will be notified about this via an 
email or alert message. 

 
1.   To access a document requiring 
acknowledgement, select Document 
Acknowledgement > My 
Acknowledgements  from the My Library 
menu. 
 
 

��    When you click on the document icon, the 
document will open and you will see a window 
at the top of the screen that requires you to 
acknowledge that you have read and 
understood the document. You also have the 
option to add a comment.  Your manager or 
employer will be notified of your response and 
comments.  You can view the document and/or 
your response in the Your Response column 
on the My Acknowledgments screen.  
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Logging Out 
 
 
 

��    To log out, click the Sign Off button at the 
top of the Web page. 
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