User instructions: Online Notary Training Effective Wednesday, March 18, 2015

Follow these general steps for Online
Notary Training sign-up and to complete
the curriculum.

rew account seup
arporation Home
orporation Division

Ho Spm

55 T NE 5 4)

C

Password must be at least eight
characters long and can contain only
letters and numerals.

Online Notary Education

Email address Inancy.nutary@mymai\.cum E

Password ~ [seeeeeeen @ Strength: mediacre

|

Re-enter Password
Fasgwords biatchl

First Name ancy

i

Enter your middle name orinitial, asi it will appear in yaur notary commission name. {optional)

Create Account Cancel and return to lodin pade.

Could not create user

Corporation Home

Duplicate email address Corporation Division

Office Hours: Monday—Friday | Gam—5pm

Online Notary Education

The email address you input already
exists. Either reset your password or Input unsuccessful, could not create user. invalid Email- duplicatsl,
use another email address.

Email address Inam:y notary@mymail.cam ]
Password ® Strength

Re-enter Password

|

First Name ancy
Enter your middle name or initial, asi it will appear in your notary commission name. {optional)
Middle Name
Last e

Cancel and retum 1o locin page.

Password rese!
Corporation Horne

: Corporation Division il St HE
Enter the email address for the account A ——

to be reset. An email with a reset link

. Online Notary Education
will be sent to that address.

Email address ‘nancy notary@rmymail corn

Return to Loain Page
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User instructions: Online Notary Training

Effective Wednesday, March 18, 2015

Password reset request submitted

The email address may not exist, or
might not be the correct email for the
user

If the email address is invalid or no
longer accessible, you will need to
request help to correct the email
address, so that you can then request
and receive a password reset email link.

Corporation Home

Corporation Division

Office Hours: Monday—Friday | 8am-5pm

Cnline Notary Education

Reset password request submitted.

If a user with the given emall exists for this account, we will send a password reset link at
testiitest com

Check your email for instruction 0 rest your password, IT 1t doesn't arrive In the nest few minutes, please check your
spam folder.

Return to Login Page

You may take one or more courses in a
session.

If you Exit during a course, you will
have to repeat only that course to earn
credit for it.

Main course page

1. Shows you completed the
course.

2. The date completed.
Next course available.

4. Any course you have already
accessed (shown with an
underscore) can always be
revisited.

This page can also serve as a transcript
page.

Corporation Horne

Corporation Division

Office Hours: Monday—Friday | 8am-5am

Online Notary Education

Click on course name to startvideo

Date Completed

Course Name (MMDDAYYYY)

Status

Administration Completed 03i06i20148

Fees ( 1 Completed ) ‘ 0370642015 2 '
‘Idenliﬁcatiun ’ g ( 3 Wiatch Mow >

Joumnal

Certificate

Practice Acknowledgement 1 > > Pa - .. r.

Course navigation

1. Rewind

2. Play/ Pause slide
3. Previous | Next slide
4

Exit (you will need to restart this
course later)

Audio

o

Closed Captioning — There is
information that is audio and not
on screen; CC displays the text.
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Effective Wednesday, March 18, 2015

Typical slide with closed captioning
on (captioning is displayed just above
the control bar)

Journal Entry Requirement

+ By law, a Notary is required to keep a journal entry of at least the
following notarial acts:

- Acknowledgment of Signature
+ Individual capacity
« Representative capacity

+ Witnessing a Signature

“ The Secretary of State's office strongly recommends recording
all notarial acts in your journal, including:

« Certifying or attesting a copy of a document
» Affidavits
« Administering an oath or affirmation

+ Verification upon oath or affirmation

By law, a notary is required to keep a journal of the notarial acts they perform.

11 K] H -

4 || cc

Question slide example

You can click on all letters.This is not a
graded test, but training information and
preparation for your notary exam.

Displaying red for an incorrect answer.

For a correct answer, the bullet point is
green and the caption reads “Correct.”

Question

How long is a notary's term of office?

2 years.

10 years.

4 years.

perpetual.

ONON NO

The correct answer is “C”.

(ol » [ lv i o0 W o]
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User instructions: Online Notary Training Effective Wednesday, March 18, 2015

Pop-ups
Click the Example button to view.

Personal Knowledge

Personal Knowledge claim is based on:

+ A long-term relationship

+ Sufficient breadth of knowledge

+ Reasonable certainty

Exit pop-up
Click the red X.

This is my neighbor John
Jones. Iv'e known him

Personal Knowledge claim is based on: since | was a kid, so I'm
sure of his identity.

“* A long-term relationship

< Sufficient breadth of knowledge

< Reasonable certainty
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User instructions: Online Notary Training Effective Wednesday, March 18, 2015

Practice case —journal entry

All boxes are available, but not all are
needed for the case.

Case #1 Scenario

Terry Trueheart, an autograph collector, has an original handwritten song dated January 24, 1965, and signed by
the artist, that he wants to sell. Rather than sending the original, the Verification Unit at Music U.5.A. has asked
him to send a certified copy for them to examine. On December 2, 2011, at 8:30 am., Terry takes the song into
the Salem branch of his Credit Union in Marion county, where he has an account, and asks for a notary. Customer
Service Representative Jane Doe comes to help. Terry has provided his Siletz Tribal ID card issued 2/4/2005 with
no expiration date as identification. How should the notary proceed?

Complete the journal entry below by filling in the boxes from the information provided above. When done click
forward to compare the results.

Date i Time Certificate Date of Document Mame and Addrese Identification Additional Infarmation |Motary|  Signature of Signer
- ur‘ Type Document Type of Signer of Signer Fee
otarization

‘u/xs/xus | J

The next screen shows the data entry
from the previous screen compared with
typical information.

Note: They don't have to be identical to
be correct. Abbreviations, etc. may vary.

Case #1 - Check Your Journal

Case: Compare your results to the sample below
Journal page you completed

MorthiDay/tear Centificate Date of Dosumert Name and Address Identification Hota
andime ot Tie pome ot o o Signer 4 Additienal Informatien P Signature of Signer

1ifisranis o

Typical Sample entry. Yours may be slightly different and still be comect

MorthyCiay Y ear
andTime of

Cantificate Date of Dogumert Mame and fddress Identificstion Motary
HNotarization Type Type of Signer Fee

Document of Signer Additienal Information Signature of Signer

Silgtr
1242021 Copy 1aeses Song Terry Trcchrert B dan | Torwp Trachons
220 Ak Terry's Address Iasmeel 2i4/2005

Now on to the Certificate for this case.
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User instructions: Online Notary Training

Effective Wednesday, March 18, 2015

Practice case — certificate entry

Case #1 - Certificate

Fill in the blanks on the certificate from

Case : Journal Entry for Practice Certificate

the information shown on the journal

Identificatio

page and case detail.

Date / Time of Cetificats Date of Dogument Mame and Address Natary
e e 2 T frrearun Lol S el Additional Infarmation ar Signature of Signer
Silekz
12/2/ copy Lraties Song Torry Trusheart A 10 Terry Trugheart
()
2:20 A Terry's Addrrss Ry

(“County” will come from the case
detail.)

Complete the Certificate based on the above journal entry, Click forward to compare your results

State of DREGON

Courty of

| certify that this is a true and correct copy of & record in the possession

Dated

v |

OFFICIAL STAMP

‘ . 7 NOTARY PUBLIC - OREGON
COMMISSION NO. 123456
MY COMMISSION EXPIRES MARCH 16, 2016

Motary Public - State of Oregon

The certificate data should be an exact
match to the sample.

Case #1 - Check Your Certificate

There is no room for interpretation on
the certificate.

After all slides have been reviewed, you
will be redirected back to the course list

Case: Compare your results to the sample in yellow

State of OREGON
County of __Marion

PraCtlce of _Temy Treuheart Dated:
OFFGAL STAMP
IANE COE
HOTARY PUBLC- ORE=ON
CONMISSION K 38
Natary Public - Biate of Oregon 1Y COMMISSION EXPIRES WARCH 1, 201
State of OREGON
County of Marion
| cerify that this is a true and correct copy of a recard in the possession
Sample

of _Teny Trueheart Daled: —January 24,1965

OFFICIL STANE
JANE DOE
NOTARY PUELKC - OREZON

COMMISSION NOL 12848
11 COMMISSION EXPIRES MARCH 16, 201

_ane Toe
Motary Public - State of Oregon

page.

This will most likely show as just a
flash on your screen.

Returning to Course List
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Effective Wednesday, March 18, 2015

After the last course, you will be shown
a training certificate number at the
bottom of the list and have the ability to
print or save it.

This number is needed to take the
exam.

If you didn't print or save it, you may log
back in to see view the number.

1. Training certificate number
(This is not the exam)

View, save, print certificate

3. Continue to Online Notary
Commission Application and
exam

Practice Withess 2 Completed 03/09:20
Employer Completed 03109420
Commission Completed 03/09i20
Process Review Completed 03109120

2 IVigw, save, print Online Motans Education Cerificate

Online Notary Education Certificate Number‘ ONE1042297 ’ 1

( 30 o hext step: Continue fo Onilne Notany Cominission Appiication > 3

You may print or save your certificate.

If you didn’t write down the certificate
number, you can always log back in and
view it or reprint your certificate.

Oregon Secretary of State
Certification # ONE1234567

Certificate of Completion

iz hereby granted to

Nancy Notary

to cerdify that he/she has safisfocionly completed

Online Notary Education Training

Granted: February 15,2015

Jeanne F. Afkins, Secretary of Siale
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