FAQs

| ACADEMY

The following FAQs will always be included on your site.
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: | forgot my username, what now?

: | forgot my password, what now?

: Can | change/update my email?

: How can | check my progress on a particular course?

: How do | download my certificate ?https://cea.helpdocs.com/

: 1 am having trouble downloading my certificate in Safari!

: What are the badges?

: What is Credly and how do | setup my free Credly.com account to share my digital badge?
: How do | download my digital badge and share it with my social network?

: How can | contact customer service to receive support?
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Q: | forgot my username, what now?

A. Your username is the email address you used to set up your site account. If you have multiple email
addresses, determine which email address has been receiving your course emails and use that email

address to log in.

If you still can’t figure out your username, click on “Contact Us’ and send customer service an email.

Q: | forgot my password. What now?

A: No problem. Just go to [INSERT TRAINING SITE NAME HERE] and click ‘Log In’. Once you
are on the Login page and click on ‘Lost Password’.

Login to Client Engagement Academy

‘ Email address ‘

A valid e-mail is required

‘ Password

[ Staylogged in

Login

Lost Password

New to Client Engagement Academy? Sign up now

Once you click on ‘Lost Password’ it will lead you to a page that asks for your Username. Enter your

Username (the email you use to log into the site) and click the ‘Get New Password’ button.

Copyright © 2019 by CLIENT ENGAGEMENT ACADEMY. All Rights Reserved.



Next, go to your email. There you will find an email inviting you to reset your password. Click the link in
that email and change your password.
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Q: Can | change/update my email?

A: Yes, you can change your email in our system. Please Click HERE, and you go to the email update
web page.

Q: How can | check my progress on a particular course?

A: You can see your progress in two places:
1. You can log into the course and look at the sidebar titled ‘Progress Bar’.
2. You can also go to ‘My Courses’ under the ‘Members’ menu header. Scroll to the middle of the
page and click on ‘Expand All’. This will show you the progress for all of your courses.

Q: How do | download my certificate?

A: To download your certificate, log into [INSERT TRAINING SITE NAME HERE] and follow the
steps below:

1. Select ‘My Courses’ from the ‘Members’ drop-down menu.

2. Scroll to the middle of the page and click on ‘Expand All’. This will show you the progress for all
of your courses.

Scroll down the certificate you want to print.

4. Click on the certificate icon.
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Q: I am having trouble downloading my certificate in Safari!

A: In order to download the certificate in Safari, follow these steps:

1- Go to Safari’s menu and click Preferences. See the image below.
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@ Safari File Edit View History Bookmarks Deve

® About Safari ®

Safari Extensions...
ogle Drive | My €
Preferences... = N o

Settings for This Website...
Clear History...

Services

Hide Safari
Hide Others

Quit Safari

2- Go to ‘File download location’ and set the download location as ‘Ask for each download.’

& General

o=/ § Qw0 & O

General Tabs AutoFill Passwords Search Security Privacy Websites Extensions Advanced

Safari is not your default web browser. Set Default...

Safari opens with: = A new window

New windows open with:  Favorites

o] of o

New tabs open with: = Favorites

Homepage: i-_http:fhmu.apple.com,’startpagef |

Set to Current Page

Remove history items:  After one year
Favorites shows: | [[] Favorites

Top Sites shows: 12 sites

File download location: = Ask for each download

mlﬂ (O J o N

Remove download list items: | After one day

Open "safe” files after downloading

"Safe" files include movies, pictures,
sounds, PDF and text documents, and
archives.

3- Go to the ‘My Courses’ page inside of [INSERT TRAINING SITE NAME HERE] and click
‘Expand All’.
[INSERT SCREENSHOT]

4 - Scroll down the certificate you want to print and click on the certificate icon.
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5 - When the download location and Save As box pops up, delete the html at the end of the
certificate name, and choose the location where you would like the certificate to save.

Remove .html

Save As: MutritionalScienceCertificate.pd

i

Tags:

Where: | & Downloads ﬂ

Cancel Save

Done! Your certificate can now be found wherever you chose to download it.

Q: What are the badges?

A: There are two types of badges that you can earn as you complete a course.

1. There are achievements badges that are awarded when you complete a lesson or a module.
These badges are found in ‘My Achievements’ under the ‘Members’ header.

2. The course badges are digital badges that can be shared on your social platforms, linked in your
LinkedIn Certifications, added to your email signature and/or displayed on your website. The
course badges are awarded when you complete a course. These digital badges are issued
through Credly. Instructions for how to display and share these badges will be sent to your email
when you complete your course.

Q: What is Credly and how do | setup my free Credly.com account?

A: Credly is a digital credential service provider that allows the world to recognize achievement through
verifying, sharing, and managing digital credentials and badges.

To setup your free Credly account go to https://info.credly.com/ and click on ‘Sign In’ at the top of the
screen. Go to the bottom of the ‘Sign In’ page and click ‘Create an Account’.

On the ‘Create Account’ page enter your First name, Last name, email, password and agree to Credly’s
Terms of Service and Privacy Policy. When entering your email, make sure you use the same email
address to register for your Credly account as you used to sign up for [INSERT TRAINING SITE

NAME HERE].
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Q: How do | download my digital badge and share it with my social
network?
A: To download your digital badge, log into Credly and follow the steps below. If you haven't created

your free account at https://info.credly.com/, first follow the instructions under: “What is Credly and how
do | setup my free Credly.com account?”

Go to https://info.credly.com/ and log in.

Click on the "Earned" tab.

Go to the badge you want to share.

Hover your mouse over the image until the "Manage" button appears

Above ‘Manage’ you will see an icon that looks like a less than sign ‘<’, click on this ‘Share’
icon.

6. A pop up window will appear with sharing options, one-by-one follow the instructions on how to
share and display your badge in various mediums.
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Q: How can | contact customer service to receive support?

A: If you have questions or comments regarding [INSERT TRAINING SITE NAME HERE] products,
please email us at: [CS Email] or call [CS phone number]. You can also reach out to us by using the
Contact Us form.
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