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

 

Page 1 of 7 

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

 

 

 

New account setup 

 

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

 

 

 
Could not create user 

Duplicate email address 

 

The email address you input already 
exists.   Either reset your password or 
use another email address.  

 

 
Password reset 

 

Enter the email address for the account 
to be reset. An email with a reset link 
will be sent to that address.  

 



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

 

Page 2 of 7 

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. 

 
 

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. 

3. 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.  

 

Course navigation 

1. Rewind 

2. Play / Pause slide 

3. Previous | Next slide 

4. Exit (you will need to restart this 
course later) 

5. Audio 

6. Closed Captioning – There is 
information that is audio and not 
on screen; CC displays the text. 
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Typical slide with closed captioning 
on (captioning is displayed just above 
the control bar) 

 
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.” 
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Pop-ups  

Click the Example button to view. 

 
Exit pop-up 

Click the red X. 

 



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

 

Page 5 of 7 

Practice case – journal entry 

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

 
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. 
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Practice case – certificate entry 

 

Fill in the blanks on the certificate from 
the information shown on the journal 
page and case detail. 

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

 

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

 

There is no room for interpretation on 
the certificate.  

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

 

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

2. View, save, print certificate 

3. Continue to Online Notary 
Commission Application and 
exam 

 
 

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.  

 
 


