
Hi, and welcome to TalentLMS. 

Your organization has chosen this platform to provide you with training. 
Here, you’ll learn how to navigate your account and manage your experience. 

Your learning experience is based 
on the specific courses and choices 

your Instructor makes. 
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In TalentLMS, you are referred to as a Learner. As a Learner, you can view, 
select and complete courses, check your own progress and engage with your 
Instructors from your computer or mobile 

Logging in to your account 

YOU WERE INVITED TO CREATE YOUR OWN ACCOUNT. HERE’S HOW! 

1. Visit the Clearwater COG’s Online Training Center.

2. At the top of the homepage, click Sign up and fill in the required details.

3. An email will be sent to you with an activation link so you can log in to your account!

Use a unique 
username 
and a work 

email 

• Please sign up using your first and last name as you would like it to appear on
your certificates.

• A work-related email is your best option to use. In order to use th training
website, you will need to use a valid email to activate your account. We will
also send training reminders, information, and related materials to this
address.

• A unique username is required to sign up. Please use a secure password and
write it down.

• You will be prompted to select the type of agency you work for: Provider,
County Board, Self-Advocate, and Other. Please choose the one that closest
relates. If none, please select other.

https://clearwatercog.talentlms.com/index


Pro tip 
Bookmark the URL of your training site, 

so you always have easy access to log in. 

Enrolling in courses 
There are a few options to enroll in a course to take. Here’s the easiest! 



ENROLLING IN COURSES ON YOUR OWN 

1. Browse the Course catalog for courses made available by your organization
and select the blue “Get This Course” button under the image for each course. If you
plan on taking multiple courses, select which bundle best fits your needs from the
right hand side.

2. The next page will be all the courses listed under that particular bundle. At the top of
the catalogue, select the blue “Get All For $500” button.

3. This will bring up the payment tab. From here, you can either use an access code for
discounted training or proceed to PayPal.

4. To use an access code, click on “Got a Coupon?” and enter the code in the text box.
The coupon will give a notification when it has been accepted.

Pro tip 

Your  agency has been given a unique coupon code that allows you to skip 
the pa yment and get right to learning! Please don’t share your code with 
peop

 
 le outside your agency. If you utilized our previous training website, 

the access code is the same as the coupon.  



Navigating courses 
To complete a full course, you’ll typically need to complete different 
types of units, like training, quizzes, and engage with different types of 
material. These might be videos to watch, websites to navigate, fill in the blank 
and multiple-choice questions.  

HOW TO COMPLETE GENERAL UNITS 

Typically, a course will consist of different units. 
Please wait for each file to load completely before begin navigating it. To complete a unit you 
might need to: 

● Click the Complete button.

● Answer a question. If correct, you’ll move to the next unit. Each course has it’s own
quiz and each learner will need to get a score of 80% to pass.

COMPLETING A COURSE 

Once you have completed all units of a course successfully, 
a pop-up window will appear indicating you have completed 

Be sure to 
click on 

VALIDATE! 



the course.  You will be prompted to download the certificate for completion. You will 
be able to access these certificates through your online account, but we encourage 
the best practice to save a copy for your records.  

Viewing your progress 
You can keep track of your training from two different spots on the platform. 

1. On your dashboard, you’ll find the micro-stat bar showing
some general stats.

2. From your dashboard, go to Progress on the right panel
to access more detailed reports.



Don’t forget! 

Save your certificates! 
HERE YOU’LL FIND: 

● Overview - your training progress at a glance
● Courses - stats about your progress in each course you are enrolled in
● Certifications - all the certifications you have received, and the option to

download them
● Timeline - a detailed log of all the actions related to your profile

Frequently Asked Questions

● How do I reset my password?

To reset your password, you will need to use your username
or email as an identifier. Click here for a step-by-step guide.

● What type of email notifications will I receive?

You can expect to receive emails related to actions your instructor
has taken and would like to communicate with you.

For example, when they have enrolled you in a new course,
or they’re reminding you about a webinar that is about to start,
or an alert that feedback from your submitted assignments is ready.

The email address you’ll see is noreply@talentlms.com.
If these emails end up in your Spam folder, mark this email address
as ‘safe’ in your email provider.

Where do I access files that have been shared with me? 

There are two places to look for files shared with you: 

https://help.talentlms.com/hc/en-us/articles/360014573094-How-to-reset-your-password
mailto:noreply@talentlms.com


 

 

 

a) From the course you are viewing. Click on Files at the top right 
to access files shared. 
 

b) From your user profile. Hover over your name at the top of the 
page, click My files and view any files shared directly with you.  

 
● What happens if my computer shuts down 

or my connection is lost while I’m completing a course?  
 
You can abandon and resume a course at any point. Just return to the 
course, click Resume, and you’ll be able to continue from the last unit 
you accessed. If you were in the middle of a test, you’d be able 
to resume from the last pending question. 

 

If the test has a timer, the answers of that attempt will be submitted 
to the point that they have been completed. 

 

● Can I see my TalentLMS calendar 
on the calendar app that I use? 

Yes, you can find more details here.  
 
 

● Which events are displayed on my calendar? 

You can switch between two views in your calendar to see different events. 
(Events are typically live training, webinars, or meetings)  

a) My events: “My events” is selected by default. Here, you see all events 
you are already registered for.  
 

b) Available events: Click on My events to switch the view to Available 
events. Here, you see sessions that are available as part of your 
assigned courses but that you have not yet registered for, as well as 
other single events or conferences (that are not part of a course) that 
your organization has set up and you are allowed to register for. 

 
 

https://help.talentlms.com/hc/en-us/articles/360014658293-How-to-access-your-calendar-from-other-applications


 

 

 

 
 

● How can I see the portal in my preferred language? 

Navigate to the top of the page, hover over your name to reveal 
the dropdown options, and click My Info. You will be able to change 
your language and the timezone if needed.  

 

● Can I change the order in which my courses are displayed? 

Yes! From your dashboard, click on the Date icon (above your 
micro-stats bar) and select how you prefer to view your courses. 
From here, you can also choose if the Category will be visible or hidden. 

 
 

For any questions, please call the Clearwater COG at 419.898.8264 
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