
User Administration Job Aid 

As the main contact, you have administrative rights to track user progress. This job aid will help you 

track user progress and help you assist users with password issues. 

Note: Because of your enhanced privileges, what you see on the screen may differ slightly from standard 

users. 

Usernames and Passwords  

• Employee usernames are the employee email address you supplied to us. 

• Every initial password is train123. 

• Upon initial login, employees will be required to change their passwords. 

• If an employee forgets the new password, advise the employee to click or tap Forgot your 

password? on the log in screen. 

  
• This will launch the Password Assistance page. On this page the employee needs to enter the 

assigned username and the email address associated with the account. These will be the same 

for your employees.

 

 



• Clicking Submit will send to the employee an email like this: 

 

  



Viewing Learning Progress 

As the main contact, you have the ability to view the 

learning progress of all of your employees. 

Employees may view only their own progress. 

1. Use your credentials to log into the training 

website at www.weblearningnow.com. 

2. Click the Anti-Sexual Harassment Training 

link from your Personal Desktop Overview 

screen.  

 

3. Select the Learning Progress tab 

 

 

 

 

 

 

4. View the Status 

column: 

Green = Completed 

Yellow = In Progress 

Grey = Not attempted 

 

 

 

5. You can also export the learning 

progress data to Excel. 

  

 

 

 

 



Completion and Certificates 

Learners must fully complete the course content and then correctly answer all assessment 

questions. If learners answer an assessment question incorrectly, they will be presented with a new 

question in that topic or presented with the appropriate content to review before trying another 

question. 

Once a learner correctly answers each assessment question, they will be presented with a 

“Congratulations” screen. At this point, they may complete a satisfaction survey, submit any 

questions for our experts, and then close the course window. Once the course window is closed, 

they will see a link to download their certificate. 

 

 


