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**Please disable all pop up blockers before beginning the trainings in Moodle** 

 

1.) www.uno.edu  

2.) Click on Faculty & Staff 

http://www.uno.edu/


 

CREATED 02/11/2016 3 

 

HUMAN RESOURCE MANAGEMENT MANDATORY TRAINING INSTRUCTIONS  

 

3.) Click on Moodle located under the column titled “Quick Links” 
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4.) Use UNO Faculty or Staff username and password then click log in. 

 Please note: student workers MUST use their student worker login information, not their student accounts. 

 If you do not remember your username or password, or have any trouble logging into Moodle, please contact the IT Helpdesk at 

504-280-4357 or helpdesk@uno.edu.  

mailto:helpdesk@uno.edu
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PART ONE: HR2016 PREVENTING SEXUAL HARRASSMENT 

 

5.) Click on HR2016 Preventing Sexual Harassment  
*Please disregard the notice “You have SCORM packages that need attention” 
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6.) Click on the link Sexual Harassment with the gold suitcase symbol next to it 
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7.)  Click on “Enter” located at the bottom of the screen.  
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8.) The above window will pop up. In order to receive credit for the Preventing Sexual Harassment Course, watch the short 

introduction video then work through the four training sections in the activity. Once you have completed all four sections, please 

click the Exit button at the top right corner of the screen to receive a completion certification.  
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9.) Click the X at the top right of your browser to close out the screen 
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10.) Click the link “Certificate of Completion”  
*also please note the box titled “Course completion status” should indicate Status: Complete, Activity completion: 1 of 1  
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11.)  Click the link HR2016 Preventing Sexual Harassment Certificate of Completion 
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12.)  Click the blue button “Get your certificate”  
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13.)  A certification of completion will pop up for you to either save to your desktop or print for your own records. 
*Please do not send completion certifications to HRM or Moodle unless asked to. HRM will receive a roster with your completion status.  
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PART TWO: HR2016 ANNUAL POLICY REVIEW 
 

 

14.)  Click on “My Courses” on the left hand navigation menu, then click on “HR2016 Annual Policy Review” 
 



 

CREATED 02/11/2016 15 

 

HUMAN RESOURCE MANAGEMENT MANDATORY TRAINING INSTRUCTIONS  

 

15.) Click on each policy, read the document, then close out the window. Once you have opened, read, and closed all 9 documents you 

should see check marks by each one. Also please notice the right hand “Course completion status” menu.  
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16.)  Click the link “Completion of Annual Policy Review 2016  



 

CREATED 02/11/2016 17 

 

HUMAN RESOURCE MANAGEMENT MANDATORY TRAINING INSTRUCTIONS  

 

17.)  Click the blue button “Get your certificate” 
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18.)  A certification of completion will pop up for you to either save to your desktop or print for your own records. 
*Please do not send completion certifications to HRM or Moodle unless asked to. HRM will receive a roster with your completion status.  

 


