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Purpose: Use this job aid to provide steps for starting an online course, taking an exam, and confirming the 
completion of the course.  

 

1. Log into MYARCAREEERS.   

2. Select the Learning tile.  

3. In My Learning Assignments, locate your online course. 

4. Click Start Course to access it. 

 

 

5. An acknowledgement message appears.  Click Agree. 

 

 

 

6. Click course name to launch the course. 

 

 

 

 

NOTE: A checkmark indicates completion. Not every item within a course will show completion. 

7. To view the course in full screen mode, click  Full Screen  located in the lower right corner of the 

screen.  To click Exit Full Screen  to go back to normal screen. 

8. To start the exam, click test name.  I.E. Basic Procurement Test. 

 

 

 

9. Read the statement, click Start. 
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10.  Read this warning message, click OK. 

 

 

 

 

11. Read the questions and answer every question. 

a. This shows where you are in the test. 

b. Select the answer 

c. Click Next to advance to the next question. 

 

 

 

 

 

 

 

 

 

 

12.  On the final question, click Submit Exam.                       

13.  Read the submission message. 

a. Click Yes. 

b. You receive your results. 
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14.  The next step is to confirm that you completed everything by completing the following:  

a. Click Confirm Participation 

b. Complete course evaluation 

c. Exit the online course 
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